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DISCLAIMER |

This guide has been developed by
Certification Services, Worker & Employer
Services division of WorkSafeBC.

The material is designed for use by Joint
Health and Safety Committees. WorkSafeBC
IS not responsible for the results or
interpretations when the material is presented
through other sources.

If there is any conflict between information in
this material and the current Workers
Compensation Act, Occupational Health and
Safety Regulation and related policies, the
Act, the Regulation and policies shall take
precedence.
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Module at a Glance

Introduction
e Importance of Performing Hazard Analysis and Creating Safe
Work Procedures
e Objectives and Agenda

Hazard Analysis — An Overview
Define Task Hazard Analysis
Analysis Process

5 Steps to Risk Assessment
Benefits of Safe Work Procedures
e Compare Hazard & Risk

Examining the Job
e Describe Components of Hazard Analysis
e Job Hierarchy and Components: Duties, Tasks and Elements
¢ I|dentifying Tasks Likely to Present Hazards
e Exercise #1 — Breaking Down your Job, Identify Hazardous Tasks

Analyzing Hazards
e 5 step Model to Risk Assessment Case Studies
e Exercise #2 — Risk Assessment for an Office
o Exercise #3 — Working through a case study

Establishing Safe Work Procedures
e Hazard Assessment and Control Measures
e Safe Work Procedures
o Exercise #4 — Develop Safe Work Procedures
e Responsibilities of Employers, Supervisors, and Workers

Review & Summary

Appendix

Components

The facilitator facilitates this activity-based, interactive presentation.
It begins with an overview of worker injuries in B.C. and goes into a
detailed process for analyzing a job in order to identify hazards and
develop safe work procedures to eliminate or reduce the risks
associated with the hazards.
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Notes to Facilitator

1. Encourage participants to ask questions and engage in discussions.
The total time required to facilitate this module will vary according to
the number of examples provided, the depth of the discussions and
the number of participants. This module will take approximately 4 hrs
to complete if all exercises and case studies are used.

2. Inthis module, the “Act” refers to the Workers Compensation Act and
the “Regulation” or “OHSR” refers to the Occupational Health and
Safety Regulation.

3. This module was designed to be facilitated using the WorkSafeBC
publication called “Task Hazard Analysis Workbook” available on
WorkSafeBC's website.

4. Periodic updates to this module facilitator guide will be made and
posted on WorkSafeBC’s website. However, if you wish to update the
statistics in this module independently, you may do so by going to the
worksafebc.com website to obtain the most current “Injuries and
Claims Information”.

5. Print Participant’s Workbooks: Task Hazard Analysis

6. To prepare flipcharts used for class activities use
e Format - Job Hierarchy and Component worksheet
e Format - Hazard Analysis worksheet

7. To prepare for the module, acquire a thorough knowledge of the
process of hazard analysis and safe work procedure development
and examples of safe work procedures pertinent to participants’ jobs.

8. Review emergency evacuation procedures and housekeeping
matters with the participants before proceeding with the main
presentation.
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Facilitator's References

WorkSafeBC publications

e Safety Inspections Reference Guide and Workbook

e How to Implement a Formal Occupational Health and Safety Program
o Monthly Auto Lift Inspection Checklist

e Construction Compliance - Field Officer Guide

Required Equipment

e Presentation equipment

e Flip chart and markers

e Masking tape/pins

¢ Name tags and/or tent cards
e Coloured post-it notes
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Hazard Analysis - Safe Work Procedures

Purpose

This module is designed to provide participants with hands-on practice
in analyzing components of a job in order to systematically identify
related hazards and risks and develop appropriate safe work
procedures.

Learning Objectives

Upon successful completion of this module, participants will be able to:

e Define task hazard analysis

e Explain the difference between Hazard and Risk

e Explain what Hazard Analysis is and describe the process

e Explain the 5 Step Model to Risk Assessment

e Explain the relationship between Job, Duty, Task and Element

e State the steps involved in developing safe work procedures

e Analyze a job task, identify related hazards and develop safe work
procedures to address hazards that cannot be eliminated

e Describe the Hierarchy of Hazard Control

Target Audience
British Columbia workers and employers

Training Pre-requisites
There are no pre-requisites for this module.
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Introduction

Importance of Performing Hazard Analysis and Creating
Safe Work Procedures

Show Slide # 1

Joint Occupational
Health & Safety
Committee

Task Hazard Analysis

Hazard Analysis

Facilitator Note, introduce yourself and introduce the topic.

Ask participants to introduce themselves and to share their experience,
if any, with assessing the hazards and risks associated with their jobs.
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Show Slide # 2

State: Although the number of occupational injuries and diseases in
B.C. has consistently declined in the past 5 years, serious injuries have
not declined.
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Show Slide # 3
e Review statistics on slides

Chart 5-1 : Serious injury rates'? (number of serious injury claims per 100
person-years of WorkSafeBC-covered employment)

Injury rate and serious injury rate, 2002-2011
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State: A serious injury is any injury that can reasonably be expected at
the time of the incident to endanger life or cause permanent injury.
Serious injuries include both traumatic injuries that are life threatening or
that result in a loss of consciousness, and incidents such as chemical
exposures, heat stress, and cold stress which are likely to result in a life
threatening condition or cause permanent injury or significant physical
impairment.

Facilitator Note: Refer to the Joint OH&S Foundation Module —
Responsibilities for OH&S for more information regarding injuries that
are considered to be serious injuries.

Ask participants to communicate some of the reasons why they think
injuries and diseases occur in the workplace

e Record their reasons on the flipchart

Possible answers:

e Hazards not identified; presence of unsafe conditions in the
workplace

e Cutting corners

e Lack of proper training or instructions

e Lack of knowledge or skills required to perform the job properly

e Having trouble following procedures or not knowing procedures

e |nadequate design of the workplace

e |nappropriate or defective equipment

e Safe work procedures not developed and implemented

e Lack of training for emergency situations

¢ Risk taking
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Summarize discussion:;

e |t would be impossible to completely eliminate all injuries and
diseases on the job; however, with thorough hazard analysis and the
development of safe work procedures, it is possible to greatly reduce
them.

e Properly completed, hazard analysis and clearly defined safe work
procedures will improve safety, quality of work life, and productivity.

Distribute the Workbook -“Task Hazard Analysis Workbook”.
Note: Page references in this module refer to the Task Hazard Analysis
Workbook. Encourage the participants to make notes in their workbook
for future reference.

H‘ November, 2012



Module - Task Hazard Analysis — Facilitator Guide

Objectives and Agenda

Ask participants to state their expectations of the Hazard Analysis
module.

Record the expectations on a flip chart for review at the end of the
module.

Show Slide # 4

Facilitator Note: Explain the learning objectives of the module. Note
how they match with participants’ expectations.

Learning Objectives

At the end of this lesson, participants will be able to:

Define Task Hazard Analysis

Explain what hazard analysis is and describe the process
Define Hazard & Risk

Apply the 5 Step Model to Risk Assessment using case studies
Explain the relationship between Job, Duty, Task, and Element
State the steps involved in developing safe work procedures
Explain the Hierarchy of Hazard Control

Analyze ajob task, identify related hazards, and develop safe
work procedures to address hazards that cannot be eliminated

VV VY V V V VYV V

Task Hazard Analysis
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Show Slide #5

Facilitator Note:
e Review components of the module listed on slide #5

e Encourage participants to ask questions, make comments and take
notes throughout the module

e Explain that active participation promotes learning

Agenda

» Hazard Analysis — An Overview

» The 5 Step Model to Risk Assessment
» Examining the Job

» Analyzing Hazards

» Establishing Safe Work Procedures

» Summary

Hazard Analysis

Transition:
Encourage discussion.
Ask participants,

e What exactly is hazard analysis?
e How is it related to developing safe work procedures?
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WorkSafeBC

State: Employers that fall under the jurisdiction of the Workers
Compensation Act are required to ensure the health and safety of all
workers working for them, and any other workers present at a workplace
at which that employer’s work is being carried out.

The Act also compels employers to remedy any workplace conditions
that are hazardous to the health or safety of the workers, and must
ensure that the workers are made aware of all known or reasonably
foreseeable health or safety hazards to which they are likely to be
exposed to in their work.

To achieve compliance to this part of the Act (s.115), employers must
identify hazards in the workplace. There are 17 parts within the
WorkSafeBC Occupational Health and Safety Regulation that requires
employers to perform a formal risk assessment.

Asbestos OHSR Part - 6.8
Abrasive Blasting OHSR Part —12.98
Bloodborne Pathogens & Biohazardous Materials | OHSR Part — 6.34
Cold Stress OHSR Part—7.34
Confined Spaces OHSR Part-9.9
Emergency Wash Facilities OHSR Part — 5.88
Ergonomics (MSI's) OHSR Part —4.48
Exposure to Harmful Substances OHSR Part — 5.53
Heat Stress OHSR Part — 7.29
Land Slide (Forestry Operations) OHSR Part — 26.18
Noise OHSR Part-7.3
Release of Hazardous Substances OHSR Part — 5.99
Rescue or Evacuation of Workers OHSR Part —4.13
Snow Avalanche Assessment OHSR Part-4.1.1
Toxic Process Gasses OHSR Part - 6.118
Working Alone of in Isolation OHSR Part — 4.20.2
Workplace Violence OHSR Part — 4.28
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In each of these cases, formal, written risk assessments must be
completed, and the documentation must be maintained by the employer.
Certain risk assessments, such as those for asbestos, confined spaces
and snow avalanche assessments, must be conducted by a “qualified
person”.

Hazard Analysis — An Overview

Show Slide # 6 - page 5 of the workbook

Hazard Analysis Process

» Examine the job and determine the
components

» ldentify tasks likely to present hazards
» ldentify and assess hazards
» Determine and devise control measures

» Develop safe work procedures if hazards
cannot be eliminated

Hazard Analysis

State: Hazard Analysis is a method to systematically identify hazards
and determine and devise control measures to eliminate the hazards or,
if hazards cannot be eliminated, minimize the risks to workers.

The analysis process studies job tasks and their potential hazards in
order to find safe and efficient ways of accomplishing the work.

The most preferred way is to apply control measures to eliminate the
hazards altogether.

H‘ November, 2012



Module - Task Hazard Analysis — Facilitator Guide

If it is not possible to eliminate the hazard, other control measures must
be devised to minimize the risks the hazards present to workers.

In these situations i.e., when hazards cannot be eliminated, safe work
procedures must be developed and implemented.

To effectively perform a hazard analysis and establish safe work
procedures for a particular job function, a process must be followed.

The process includes:

e Examining the job and identifying/inventorying all work done

e Breaking the job down into duties, tasks, and elements

¢ |dentify tasks likely to present hazards

¢ |dentify and assess the hazards

e Determine the risks to workers and others that may be harmed by the
hazards identified

¢ Rate the hazards by their degree of risk

e Determine the actions required to address the hazards

e Develop and implement safe work procedures if hazards cannot be
eliminated.

Types of hazards may be grouped together into four categories.

1. Physical hazards, for example
e Ergonomic, lifting and handling loads, repetitive motion
e Slips, trips and falls, working at height, inadequate lighting
e Moving machinery, vehicles, excessive noise, vibration
e Fire, electricity, extreme temperatures, pressurized systems
2. Chemical hazards, for example
e (Gasses, vapours, mists, fumes, dusts etc
3. Biological hazards, for example
e Viruses, bacteria, moulds and fungi
4. Psychological or psychosocial hazards
e Working conditions, stress, fatigue, workplace violence
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In most cases, the risk assessment should be carried out by the
supervisor and the workers, with assistance from the Joint Occupational
Health and Safety Committee.

Workers and the Joint Committee members are most familiar with the
work, and may be able to provide a greater insight to the risk and
possible controls.

Risk Assessment

5 Step Model to Risk Assessment

Facilitator Note:

The following material from the 5 Step Model to Risk Assessment has
been adopted by WorkSafeBC for use in BC. It contains public sector
information published by the Health and Safety Executive and licensed
under the Open Government Licence v1.0.

AsKk participants to turn to Page 7 of the Workbook — Five Steps to Risk
Assessment
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Five Steps to Risk Assessment

Explain assessing health and safety risks in the workplace.

State: Arisk assessment is an important step in protecting workers as
well as complying with the law. It helps to maintain focus on the risks that
really matter in the workplace - the ones with the potential to cause real
harm.

In many instances, straightforward measures can readily control risks, for
example ensuring spills are cleaned up promptly so people do not slip, or
cupboard drawers are kept closed to ensure people do not trip. For most
workplaces, that means simple, inexpensive and effective measures to
ensure that the most valuable asset - the workforce - is protected.

The law does not expect the elimination of all risk, but does require
employers to protect people as far as ‘reasonably practicable’. This risk
assessment model explains how to achieve that with a minimum of fuss.

This is not the only way to do a risk assessment, there are other methods
that work well, particularly for more complex risks and circumstances.
However, for most organizations, this is a very straightforward method.

Ask, what is risk assessment? Note participant responses.

State: Arisk assessment is simply a careful examination of what, in your
workplace, could cause harm to people, so that you can determine
whether enough precautions have been taken or if more should be done
to prevent harm.

Workers and others have a right to be protected from harm caused by a
failure to take reasonable control measures.

Accidents and diseases can ruin lives and can have a serious impact on
business if output is lost, machinery is damaged, insurance costs increase
or results in legal action. Employers are legally required to assess risks in
the workplace so that a plan to control those risks can be established.
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To assess the risks in your workplace follow the five steps:

Show Slide # 7 and review the steps

Five Steps to Risk
Assessment

» Step 1 Identify the hazards
» Step 2 Decide who might be harmed and how

» Step 3 Evaluate the risks and decide on
precautions

» Step 4 Record your findings and implement
them

» Step 5 Review your assessment and update if
necessary

Hazard Analysis

Step 1 Identify the hazards

Step 2 Decide who might be harmed and how

Step 4 Record your findings and implement them

Step 5 Review your assessment and update if necessary

- Step 3 Evaluate the risks and decide on precautions
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State: The process need not be complicated.

In many organizations, the risks are well known and the necessary control
measures are easy to apply.

You probably already know whether, for example, there are workers who
move heavy loads and could harm their backs in the process, or where
people are most likely to slip or trip. If so, check that reasonable
precautions have been put in place to avoid injury.

If you work in a small organization and you are confident that you
understand what'’s involved, you can likely do the risk assessment
yourself. You don’t have to be a health and safety expert.

If you work in a larger organization, you could ask a health and safety
advisor to help you. If you are not confident, get help from someone who
IS competent.

In all cases, make sure that all of the staff or their representatives are
involved in the process. They will have useful information about how the
work is done that will make the assessment of the risk more thorough and
effective.

Remember, the employer is responsible for ensuring that the assessment
Is conducted properly.

When thinking about doing a risk assessment, remember:

e a hazard is anything that could cause harm, such as chemicals,
electricity, working from ladders, an open drawer etc;

e therisk is the chance, high or low, that somebody could be harmed by
these and other hazards, together with an indication of how serious the
harm could be.

NOTE: You may wish to show the video Understand Hazard & Risk
produced by WorkSafeBC. If you do not have access to the internet during

the module, you can download the video at the following URL.
http://mwww2.worksafebc.com/Publications/Multimedia/Videos.asp?ReportiD=36001
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- Step 1 - Identify the hazards

Show Slide # 8 — page 10 of the workbook

Step 1 - Identify The Hazards

» Look around your workplace
» Ask your co-workers

» Check out WorkSafeBC.com and other
OH&S websites

» Contact your association or union
» Check manufacturer instructions or MSDS
» Review accident and first aid records

Hazard Analysis

State: First you need to work out how people could be harmed. When
you work in a place every day it is easy to overlook some hazards, so
here are some tips to help you identify the ones that matter:

e Walk around the workplace and look at what could reasonably be
expected to cause harm.

e Ask the workers or their representatives what they think. They may
have noticed things that are not immediately obvious to you.

e Visit WorkSafeBC'’s website (www.worksafebc.com). WorkSafeBC
publishes both general and industry specific guidelines on how to
control hazards and there is more information on the site on how
hazards might affect your business.
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e If you are a member of a business association or trade union, contact
them. Many produce very helpful industry or specific guidelines.

e Check manufacturers’ instructions or data sheets for chemicals and
equipment as they can be very helpful in spelling out the hazards and
putting them in their true perspective.

e Have a look at your accident and first aid records - these often help to
identify the less obvious hazards.

e Remember to think about long-term hazards to health (e.g. high levels
of noise or exposure to harmful substances) as well as safety hazards.

- Step 2 - Decide who might be harmed and how

Show Slide # 9 — page 11 of the workbook

Step 2 - Who Might Be Harmed?

Be clear about who is at risk, for example;

» Workers with particular requirements

» Workers who are not in the workplace
regularly

» Members of the public
» Multiple employer or shared workplaces

Hazard Analysis

State: For each hazard you need to be clear about who might be
harmed; it will help you identify the best way of managing the risk.
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That doesn’t mean listing everyone by name, but it does mean identifying
groups of people (e.g. ‘people working in the storeroom’ or ‘passers-by’).

In each case, it is important to identify how they might be harmed, i.e.
what type of injury or iliness might occur.

For example, ‘stockers’ may suffer back injuries from repeatedly lifting
boxes.

Remember:

e some workers have particular requirements, e.g. new and young
workers, return to work claimants and people with disabilities may be at
particular risk.

Extra thought will be needed for some hazards;

e cleaners, visitors, contractors, maintenance workers etc, who may not
be in the workplace all the time;

e members of the public, if they could be hurt by your activities;

¢ if you share your workplace, you will need to think about how your work
affects others present, as well as how their work affects your
coworkers - talk to them; and

e ask the workers or your coworkers if they can think of anyone you may
have missed.
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. Step 3 - Evaluate the risks and decide on precautions

State: Having spotted the hazards, the next step is to decide what to do
about them. The law requires employers to do everything ‘reasonably
practicable’ to protect people from harm.

You can work this out for yourself, but the easiest way is to compare what
you are doing with good practice. There are many sources of good
practice, for example WorkSafeBC'’s website (www.worksafebc.com) or
Canada’s National Center for Occupational Health and Safety
(www.ccohs.ca).

Show Slide # 10 — page 12 of the workbook

Step 3 - Evaluate the Risks

»Can the hazard be eliminated?

»If not, can the risk be controlled by...

“+using less hazardous options?
s*preventing access to the hazards
ssreduction of exposure to the hazards
ssreorganizing hazardous work activities
s*issuing and ensuring that PPE is worn
ssprovision of other facilities

Hazard Analysis

First, look at what you're already doing; think about what controls are
already in place and how the work is organized. Then compare this with
the good practice and see if there’s more you should be doing to bring
your workplace up to standard.

When asking yourself this, consider the hierarchy of hazard control:
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e Can | eliminate the hazard altogether? This is the best option.
¢ If not, how can | control or minimize the risks so that harm is unlikely?

When controlling risks, apply the following principles designed to minimize
the risks, if possible in the following order:

e try aless risky option (e.g. switch to using a less hazardous chemical);
e prevent access to the hazard (e.g. by guarding);

e organize work to reduce exposure to the hazard (e.g. put barriers
between pedestrians and traffic);

e issue personal protective equipment (e.g. clothing, footwear, goggles
etc); and

e provide facilities (e.g. first aid and washing facilities for removal of
contamination).

Improving health and safety need not cost a lot.

For instance, placing a mirror on a dangerous blind corner to help prevent
vehicle accidents is a low-cost precaution considering the risks.

Failure to take simple precautions can cost a lot more if an accident does
happen.

Involve all workers in the risk assessment to ensure that the proposed
precautions will work in practice and won'’t introduce any new hazards.
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- Step 4 - Record your findings and implement them

State: Putting the results of the risk assessment into practice will make a
difference when looking after people and the workplace.

Writing down the results of the risk assessment, and sharing them with
staff, encourages this.

When writing down the results, keep it simple, for example, the results to
address the risk of ‘Tripping over garbage: bins provided, staff instructed,
weekly housekeeping checks’, or the risk of exposure to welding fumes
‘Fume from welding: local exhaust ventilation used and regularly checked'.

Show Slide #11 - page 13 of the workbook

Step 4 —- Record and Implement

A sufficiently conducted risk assessment
should demonstrate that...

% an appropriate assessment was done
+ affected workers and others were consulted

R

% significant hazards were controlled

R/
*

X/
*

ny remaining hazards are low risk

7
*

X/
*

*
A X4

a
staff were involved in the process
precautions are reasonable

Hazard Analysis #11

State: A risk assessment is not expected to be perfect, but it must be
appropriate and sufficient. Employers need to be able to show that:

e an appropriate check was conducted,
¢ the people who might be affected were consulted,
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¢ all the significant hazards were dealt with, taking into account the
number of people who could be involved,;

e the precautions are reasonable, and the remaining risk is low; and

¢ the staff or their representatives were involved in the process.

Remind participants that there is a template in the Appendix of the
Workbook that they can print and use for their own risk assessments.

If, like many businesses, you find that there are many improvements that
could be made, big and small, don't try to do everything at once.

Make an action plan to deal with the most important things first.
WorkSafeBC occupational safety and hygiene officers acknowledge the
efforts of businesses that are clearly trying to make improvements.

A good action plan often includes a mixture of different things such as:

¢ a few inexpensive or easy improvements that can be done quickly,
perhaps as a temporary solution until more reliable controls are in
place;

¢ |ong-term solutions to those risks most likely to cause accidents or
disease;

¢ long-term solutions to those risks with the worst potential
consequences;

e arrangements for training employees on the main risks that remain and
how they are to be controlled;

e regular checks to make sure that the control measures stay in place;
and

¢ clear responsibilities — the plan should identify who will take
responsibility for what action, and by what date.

Remember to prioritize and tackle the most important things first.

As each action is completed, mark it complete on your action plan.
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Step 5 - Review and update your risk assessment

Show Slide #12 — page 15 of the workbook

Review and update the assessment when ...

» New equipment, controlled substances or
procedures could lead to new hazards

» Workers spot problems not yet identified

» Reviewing accident investigations, near
misses and/or first aid records

> After significant changes

> At least annually

Task Hazard Analysis #12

State: Few workplaces stay the same. Sooner or later, new equipment,
substances and procedures that could lead to new hazards will be
introduced. It makes sense, therefore, to review the risk assessment and
the precautions.

Every year or so formally review it, to make sure the workplace is still
improving, or at least not sliding back. Look at the risk assessment again.
Have there been any changes? Are there improvements needed? Have
the workers spotted a problem? Has anything been learned from accidents
or near misses? Ensuring that the risk assessment is up to date is an
important step in demonstrating due diligence.

When running a business it’s all too easy to forget about reviewing the risk
assessment - until something has gone wrong and it’s too late. Why not
set a review date for this risk assessment now?

Write it down and note it in a logbook as an annual event.

During the year, if there is a significant change, don’t wait. Check the risk
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assessment and, where necessary, revise it. If possible, it is best to think
about the risk when planning any changes - that way there will be more
flexibility.

Review the following frequently asked questions with participants — page
16 of the workbook

What if the work done tends to vary alot, or | (or workers) move
from one site to another?

Identify the hazards are reasonably expected and assess the risks for
them. This general assessment should put you in a good position for the
majority of your work. When you take on new work or a jobsite that is
different, cover any new or different hazards with a specific assessment.
You do not have to start from scratch each time.

What if | share a workplace?

Tell the other employers and self-employed people working there about
any risks your work could cause them, and what precautions you are
taking. Also, think about the risks to your own workforce from those who
share your workplace.

Do the workers also have responsibilities?
Yes. Workers have legal responsibilities to co-operate with their

employer’s efforts to improve health and safety (e.g. they must wear
protective equipment when it is provided), and to look out for each other.
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What if circumstances change for one or more workers?

You'll need to look at the risk assessment again. All employers are
required to carry out a specific risk assessment for new or young workers
as some jobs may not be appropriate for them. If a worker develops a
disability then the employer is required to make reasonable adjustments.
People returning to work following major surgery may also have particular
requirements. If you put your mind to it, you can almost always find a way
forward that works for the employer and for the workers.

What if the employer has already assessed some of the risks?

If, for example, hazardous chemicals are used in the workplace, the
employer may have already assessed the risks to health and put
precautions in place under Workplace Hazardous Material Information
System (WHMIS).

Getting help

There is a wealth of information available to help you on WorkSafeBC's
website, by calling your local WorkSafeBC office or speaking to your local
officer. More information about legal requirements and standards can be
found on our website at: www.worksafebc.com, and in particular under the
publications tab and in the WorkSafeBC stores.
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Benefits of Safe Work Procedures - page 19 of the workbook

State: Because of the steps involved, it takes time to develop safe work

procedures. There are, however, many benefits to both the worker and

the employer of spending time to develop safe work procedures.

e Most importantly, safe work procedures help to reduce risks of injury
and disease to workers.

Ask participants what they think some other benefits of having safe
work procedures may be and list answers on flipchart.

Show Slide # 13 and review the possible answers

Safe Work Procedures

> Benefits of Safe Work Procedures
& Helps to reduce the risk of injury or disease
& Shows safety commitment
& Reference for possible changes
% Consistent and safe way to do a job
& Training tool for workers
% Reference for accident investigations

Hazard Analysis

e Shows a safety commitment from employers

e Provides employers with ‘as is” reference material in order to make
changes to processes that are not adequate

e Provides a consistent and safe way to do a job

e Provides a training tool for workers

e Provides a reference source for questions and for determining causes
of accidents
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Examining the Job

Facilitator Note: This slide is designed for you to bring up one level at a
time, starting with ‘Job’, while explaining what each level means.

Show Slide # 14

Job Hierarchy & Components

Task Hazard Analysis

State: In order to identify hazards with a job, it is necessary to break
the job down into levels and components that can help us to
systematically and thoroughly identify the hazards.

Facilitator Note: Show ‘Duty’ on the slide and explain the following

Duty — page 20 of the workbook

The first high-level breakdown of a job is the identification of the main
duties. A duty is a major area of responsibility. Duties provide an
overview of the job components.
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Even though it is possible to have only one duty, the average job
consists of five to seven main duties. Therefore, if you were to list the
five main functions of your job, you would be listing your duties.

Throughout this module, we will use the Auto Service Technician Job
to demonstrate the process.

An example of a ‘Duty’ with the Auto Service Technician’s job would be,
“Perform Spring/Fall Service”

Note that the wording shows a verb, (e.g. perform) followed by a noun,
(e.g. service) to emphasize the action being performed.

Let’s try to come up with some additional duties for the Auto Service
Technician.

e Elicit answers from the group, (record answers on flip chart). Possible
answers (duties) include:

e Perform Spring/Fall Service e Service brakes
e Perform tune-up e Change tires
e Maintain inventory e Change oll
Task

Facilitator Note: Show ‘Task” on the slide and explain the following:

A ‘Task’ is a further breakdown of a duty. A task, while still at a higher
level, breaks the job down into more defined areas. A task, when
completed, yields a useful result.

An example of an Auto Service Technician’s task, related to the ‘Perform
Spring/Fall Service’ Duty, is ‘Change Tires — summer tires to winter tires
or vice versa'. (Sometimes the task could just be ‘Rotate Tires’.)

As you can see, changing the tires is still at a high enough level to be
broken down even further into steps later.

AskK participants to turn to page 22 in the workbook.
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Facilitator Note: Ask the participants to work in groups of 3 or 4 with the
flipchart paper and markers supplied.

Show Slide # 15 and then instruct the participants to draw a worksheet

chart on a piece of flipchart paper similar to the one on slide 15 below or use
the worksheet chart on page 22 of the workbook.

Instruct them to fill in the job, duty and task on their worksheet while you fill in
the job, duty and task on your flipchart worksheet:

e Job: Auto Service Technician
e Duty: Perform Spring/Fall Service
e Task: Change Tires, replace summer tires with winter tires etc.

Job Hierarchy & Component
Worksheet

Job Hierarchy and Component Worksheet

Date: Jobe

Duty: _ S —

Task

Task Pronty

o|lo| «w|o| ol s el -

a
3
3
3
=]
=
3
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Ask participants to suggest additional tasks associated with Auto Service
Technician’s duty of ‘performing Spring/Fall Service. Elicit answers from the
group. Advise participants to record the answers in the ‘Task’ spaces on their
worksheet. At the same time, you should also be recording the answers on
your own flipchart.

Possible answers (tasks):

e Change tires

e Check brakes and exhaust system

e Check lights and windshield washer/wiper
e Check cooling system and top up fluid

e Check electrical system

e Change oll

o Write a report

Element

Show “Element” on slide #16

Job Hierarchy & Components

Task Hazard Analysis

November, 2012 ‘H



Module - Task Hazard Analysis — Facilitator Guide

State: The final breakdown of a job is the “Element”.

While duties and tasks give an overview of the job, the elements provide finer
details. The element is the lowest level to which we would want to break the
job down. It is the smallest meaningful unit of work, usually an individual step,
action or activity in the work process.

One element of the task, ‘Change Tires’, is ‘Secure Car on Hoist’. Itis a first
of a series of steps that complete changing a tire.

Elements are usually listed in the order they’re done.

e Record the ‘Secure Car’ element on the flip chart and instruct participants
to record the * Secure Car’ element in the first space provided for
‘Elements’ under the Task, ‘Change Tires’

Ask the participants to come up with additional elements required for
‘Change Tires'.

¢ Elicit answers from the group.
Ask participants to list the elements in the order that they are done.

AsKk participants to record the answers on their flipchart worksheet or in the
space provided in their workbook on page 22, while you continue to record
yours on the flipchart.

Possible answers (elements):

e Secure car on hoist ¢ Install snow tire on wheel

e Hoist car e Place wheel back on car (studs)
e Remove wheel cover & lug nuts e Put lug nuts back and tighten

e Remove wheel e Lower car

e Remove summer tire from wheel e Testdrive
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Identify Tasks Likely to Present Hazards

State: After determining the duties, tasks, and elements of a job, the next
step involves identifying the tasks likely to present hazards.

Show Slide #17 — page 24 of the workbook

ldentifying Hazardous Tasks

» Tasks with known or obvious hazards

» Tasks with high potential for serious injury
» Tasks with high accident or injury frequency
» New/changed tasks

» Tasks using new equipment

» Tasks performed infrequently

» Tasks which are repetitive

Task Hazard Analysis

Consider the following criteria when determining hazardous tasks:

Tasks with known or obvious hazards

Tasks which have potential for serious injuries

Tasks with high accident or injury frequency

New tasks/changed with no accident history

Tasks using new/unsafe equipment

Unusual tasks and tasks that are performed infrequently
Tasks which are repetitive, routine, or low hazard

To do an effective evaluation of each task, it is wise to have a variety of staff
members involved in the process.

Ask, who do you think should be involved in your workplace?

Participants may record their answers on page 24 of the workbook
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The team should consist of:

e Experienced employees — Provide knowledge and experience

e Less experienced employees — Offer the insight of an average worker
performing the task

e Very inexperienced employees — Ask questions and identify concerns of a
new worker on the job

e Management Personnel/Supervisors — Have the knowledge of existing
company policies and the authority to change or recommend changes to
them

Show Slide # 18

Exercise #1
Identifying Hazardous Tasks

Task Hazard Analysis
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State: Now let’s go back into our groups to do an exercise, to prioritize the
tasks we have identified for the Auto Service Technician. We’'ll try to
determine tasks that are more hazardous than the others.

e Ask participants to decide which of the tasks they think are most
hazardous and the least hazardous.

e Write numbers 1 to 6 on separate ‘post-it-notes’.

e Ask participants to instruct you as to which task is most hazardous and
have them guide you with putting the ‘number’ on the task on your
flipchart.

e Move the post-it notes around according to their instructions.

¢ Allow 5 minutes for discussion but ensure participants don’t get into time-
wasting debates about the order. Sometimes 2 or 3 tasks could be
equally hazardous.

e Assist the group to come to a consensus.
The suggested order is as follows: — page 25 of the workbook

Change tires

Check brakes and exhaust system

Check cooling system

Check electrical system

Change aill

Check lights and windshield washer/wiper
Write a report

NoOrONE
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Show Slide # 19

Sample Job Hierarchy and Components

Date: January 10, 2012 Job: Auto Service Technician
Duty: Perform Spring/Fall Service (Other Duties Include: Perform Tune-up and Maintain Inventory)

Task Change Tires Change Cil Cheek Cooling Write a Report Chock Electrical | Check Lights and | Check Brakes &
Systemn & Top up System windshield Exhaust System
Fluids washer wiper

Task Pronty 1 5 3 7 4 6 2

a,
i
i
2
:
-
-
-
:

Task Hazard Analysis

Ask the participants to:

¢ Review the examples of the Auto Service Technician Job, Duty, Task, and
Elements

e Write the numbers in the Task priority spots on their flipchart worksheet or
the worksheet on page 22 of their workbooks.

Transition:

State: | am now going to give you an opportunity to work in pairs to help
each other brainstorm to identify the components of your own jobs. Try
breaking your job down to the element level. Start with your job, then duty,
then task and finally “elements”. Write your answers on page 26 of your
workbook.
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Show Slide #20 - page 27 of the workbook

-
el

5 ste?s’

CASE
STUDIES mp

Task Hazard Analysis

State: The material from the 5 Steps to Risk Assessment Case Studies has
been adopted by WorkSafeBC for use in BC. This material contains public
sector information published by the Health and Safety Executive and licensed
under the Open Government Licence v1.0.

© Crown copyright 1998
Application for reproduction should be made in writing to:

Copyright Unit,

Her Majesty’s Stationery Office,
St Clements House,

2-16 Colegate,

Norwich NR3 1BQ

First published 1998

ISBN 0 7176 1580 4

HSG 183

All rights reserved. No part of this publication may be reproduced, stored in a retrieval system, or transmitted in any

form or by any means (electronic, mechanical, photocopying, recording or otherwise) without the prior written
permission of the copyright owner.

This material is issued by WorkSafeBC.
Following the examples given in this material is not compulsory and you are free to take other actions.
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Table of Contents

Introduction
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» Stage 2: Touring the workplace
» Stage 3: Completing the risk assessment

Case study: Risk assessment for an office

Case study: Risk assessment for an auto repair shop
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Case study: Risk assessment for a masonry contractor

Case study: Risk assessment for a landscape company
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Safety Inspections Reference Guide and Workbook

How to Implement a Formal Occupational Health and Safety Program

Monthly Auto Lift Inspection Checklist

Construction Compliance - Field Officer Guide
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Introduction - page 29 of the workbook

State: Whether you are an employer, or self-employed, a risk assessment of
your work activities must be conducted. This is nothing more than a careful
examination of what work activities could cause harm to people, so that you
can determine whether you have taken enough precautions or should do
more to prevent harm.

To help you carry out your assessment, WorkSafeBC has embedded the
booklet “5 Steps to Risk Assessment’ into the workbook. It gives practical
information on how to assess risk and record the findings; it was aimed
particularly at small business.

To support the 5 Steps Booklet and illustrate what it involves in practice,
WorkSafeBC has adopted a series of risk assessment case studies from the
HSE of typical employers in small business for use in this module.

The point of the case studies is to illustrate the way the businesses went
about their assessments and how and why they reached their decisions.
Whatever business you are in, this 5 Steps Booklet is designed to assist you
in carrying out your own risk assessment.

If you are involved in the same activities as those covered in the case
studies, you will find much of the detail directly relevant to you. However,
beware! You should not simply read across to your own businesses — this
material does not provide you with a short cut to your own assessment.

All businesses have their unique features and a particular case study may
cover some hazards you do not have to deal with in your own workplace, and
not mention some you do — you will have to take your own 5 steps when
carrying out your own risk assessment.

Even where the hazards are the same, the control measures you adopt may
have to be different from those in the case studies so as to meet the
particular conditions in your workplace.

Though the case studies each deal with very different activities, you will see
that there is a common approach involving the following stages.
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Show Slide # 21 and explain the following three stages

Different Work Activities

but a common 3 stage approach

» Stage 1: Preparation
» Stage 2: Touring the workplace

» Stage 3: Completing the risk assessment

Task Hazard Analysis

Stage 1: Preparation

Don’t jump in feet first! Take time to prepare.

The 5 step method will present you with a systematic approach and make
clear what sort of information you are going to have to collect and what
decisions you will have to make to complete the assessment.

You will find it a great help to access and read health and safety
publications which cover your work activities and give a guide to the
hazards that are likely to be in your type of workplace, and what you have
to do to control the risks from them.

WorkSafeBC produces a vast range of publications which may help you
with your risk assessment: you will see references to some of these in the
case studies. Other organizations such as industry specific and safety
associations and trade organizations also produce health and safety
information.
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The suppliers of equipment, chemicals etc should also supply you with
health and safety information about their products — they have a legal
obligation to do so.

But remember, nobody knows your business better than you and the
people who work for and with you — make sure you use your knowledge
and experience and theirs, in carrying out the risk assessment. See what
past accident investigation reports and first aid records at your workplace
have indicated as source of accidents and injuries.

Stage 2: Touring the workplace

Risk assessment is not meant to be a theoretical exercise. Tour the
workplace to confirm, amend and add detail to your preliminary list — what's
actually there on the shop floor. You may want to do this by systematically
going from work area to work area, identifying the hazards associated with
equipment and activities in each area; another approach is to shadow
workers to see what hazards they meet while going about their work.

Make sure you talk to the workers, tap their experience, and listen to their
concerns. The workers’ safety rep., if there is one at your workplace, will
have a particularly valuable contribution to make.

Stage 3: Completing the risk assessment

With all this information, you can now sit down and complete your
assessment using the form provided with the 5 steps booklet or one that
you have designed for this purpose. You will have to decide, for each
hazard identified, whether you have done enough to control the risk from
each of them or whether you need to do more and, if so, what.

You should always consider first whether you can eliminate the hazard
altogether or replace it with something safer (e.g. water-base paints are
usually a lesser hazard than solvent-based paints). Then, consider
whether the control measures you have already taken are enough, or are
more needed? In the vast majority of cases, it will be relatively
straightforward for you to decide — compare the controls you have in place
with the good practice identified in the published guidance you read at
stage 1.
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If you cannot find material covering a particular hazard in your workplace
and/or you are uncertain what to do, have a word with your local
WorkSafeBC Officer. Your business or trade association or other firms in
your line of business may also be able (and willing) to help you out.

Make sure you pass on the significant findings of your risk assessment to
your employees or coworkers. Finally, remember that the risk assessment
IS a ‘means’ and not an ‘end’. If your assessment showed that you had
more to do to control risk then do it!

Case Study: Risk assessment for an Office

Show slide # 22 - page 32 of the workbook

Case Study 1:

Risk assessment for an office

»Preparation 2
» Tour of the office

»Completing the
risk assessment

Task Hazard Analysis

Setting the scene

The company employs 18 office staff in a two-storey building consisting of
seven offices, a meeting room and a store room containing the photocopier,
two washrooms and a small kitchen area containing a small fridge. All
offices are equipped with typical office furniture including computers and
monitors at workstations, filing cabinets, etc.
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The office activities include purchasing, sales, financial control and
secretarial back-up. All staff accesses a networked computer system that
supports and monitors these activities. Customers are not normally allowed
to enter the building, and access by 'others' (sales personnel and
contractors, e.g. window cleaners) is strictly controlled.

The office manager carried out the risk assessment. Although he had a
good understanding of general office procedures, (developed over many
years of office work), his knowledge of health and safety matters was not
very comprehensive. It focused on specific issues, for example the
Importance of emergency procedures. He therefore took some care in
preparing for the assessment.

Preparation

The manager began by reading the 5 Steps booklet, which explained the
risk assessment procedure. He then read through the WorkSafeBC
publication Safety Inspections Reference Guide and Workbook and the more
general How to Implement a Formal Occupational Health and Safety Program
which enabled him to develop a preliminary checklist, outlining the main
hazards and the associated issues he would have to consider further. This

was his list:
Hazard Issues to consider
Manual handling Heavy loads, lifting equipment, training
Computer monitors Level of use, comfort of staff, training.
Electrical equipment Visual checks, routine maintenance
Fire Means of escape, fire alarm and fire-fighting,

housekeeping, storage, smoking

Can use of existing chemicals be eliminated or
Hazardous substances safer substitutes used? Also consider data
sheets, procedures for use.

Others Washrooms, temperature, welfare.
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The manager also made another initial list identifying the people who might

be affected by hazards in the office. He found that the checklist under 'Who
might be harmed?' In the 5 Steps Booklet proved useful for this stage of the
process.

This was his list:

e Firm's own employees: office workers, office cleaner.
e Others: delivery people, sales personnel, contractors.
e Members of the public: not normally allowed into the building.

Tour of the office

Having completed his preparation, the manager continued the risk
assessment by making a tour of the office. He did this so that he would
be able to identify where and how hazards arose in practice in the
workplace and how harm could actually occur. He:

e made sure all areas and activities were covered:
e used the preliminary assessment checklist as a prompt;

o talked to supervisors and staff to learn from their more detailed
knowledge of areas and activities, and to find out their concerns and
opinions about health and safety issues in their workplace;

e reviewed past accident/incident reports and first aid records; and

e Recorded what controls, if any, were in place to manage these
hazards.

During the tour, the manager identified the particular examples in his
workplace of the hazards on his preliminary checklist, and added some
not on the list. For example, the falling of items stored on a high shelf;
and talking to a supervisor revealed that some employees were bringing
their own electric kettles into work.
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Completing the risk assessment

The manager used the information gathered during the tour to record the
particular hazards he had identified, the people at risk from those hazards
and the existing control measures.

He then considered the advice provided in the 5 steps to risk assessment.
He referenced two WorkSafeBC publications, “Safety Inspections
Reference Guide and Workbook” and “How to Implement a Formal
Occupational Health and Safety Program”, and he consulted with his
supervisors to complete the assessment. For each hazard identified, he had
to judge whether the control measures currently in place were sufficient
or, if more were needed, what should be done. He wrote down any
additional control measures required. The manager's record of the
assessment is shown on page 36 of the workbook (page 49 of this guide).

Costs and time taken

The time taken by the manager in consultation with the supervisors to
perform the risk assessment was:

Preparation (obtain and read documentation) 2 person hrs
Gathering information 3 person hrs
Recording & considering further controls 2 person hrs
5 steps to risk assessment free publication

Safety Inspections Reference Guide and Workbook free publication

How to Implement a Formal OH&S Program free publication

Copies of the assessment were then given to all staff members by their
supervisors with whom they discussed the findings. The assessment was
also used as a basis for orientation training of new staff. The manager
decided that a review and update should be made annually or at any
time when major changes in the workplace occurred.
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Facilitator Note for Exercise # 2 - page 35 and 36 of the workbook.

Review the following tables for case study #1 with the participants;
emphasize the key elements of the table.

Who might Existing Standard to be Future

Hazard be harmed? controls met actions

Explain that the purpose of the review is to familiarize them with the format
so they will be able to complete one or more of the remaining case studies
in small groups.

If there are enough participants, break them into groups of 3 to 4 and
provide each group with a piece of flip chart paper and some markers. If
there are too few participants to break them into groups, have them
complete one or two of the case studies as a small group using flip chart
paper and markers.

Following the review of case study #1, using the remaining case studies or
one you have developed, have them complete the tables based on what
has been covered already. Circulate among the groups, provide assistance if
needed.
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Case study #1 — Risk Assessment for an Office

Hazard Who might | Existing Standard to be met| Future actions
be harmed? | controls
Manual All staff- Wheeled carts | Avoid risk of injur Need for manual
handling paper used to by removing nee handling training
transport for manual ) of named staff to
o boxes of paper | handling or provide | be kept under
Deliveries: etc. mechanical aids. review.
Paper
(regular) If risk cannot be Supervisors to
Otfce vent | Named staff | Only named | gvoidedamore | ferind staffthat,
(infrequently) quufifbcr%ent ggamprngevrisand assessment, as to be moved b
and other other heavy |r_|equlj(|jr|_end by Manual | named staff only.
heavy loads. | loads. Rgguliat?ons is
needed Agr?e, ?y h
Staff of Top shelves contract wi
Conract | used for . suppliers of
paper storage of light Po point o store y
suppliers boxes only. P
Computer All office Adjustable Suitable lighting, Supervisors to
monitors staff use . ][no?ltor? and C(()j_mfc%rtglb e y Ensureﬁhat tstaff
: equipmen oot rest. adjustable seating. | knows how to
g‘Vork station intermittently | Fraa ove test if adjust equipment
surrounding | N° habitual reques}{ed for own comfort.
users.
area :
Venetian ;
blinds provided rﬁ]cgrg%tg%gﬁlégsers,
g)mcggtnrto Ili ht assessment of
gnt-— 1 work stations is
(One %taff required.
member
cPrrHct)lained of ggvr}/\rt)%tl\eﬂrake your
slig . ion fi
discomfort. Did Workstation fit you
not know how
to correctly
adjust
equipment.)
Electrical All staff Sufficient Equipment must Fire
Office sockets be used and extinguishers
equipment provided maintained to inspection to be
ortable Staff trained to | Preventdanger. \putoutto
Alcoft Getoctive pl The offi g
tea/coffee efective plugs : e office
making or cables to E'gug’éfg.al gnggfg‘ manager to make
equipment manager. foyrmal vi’sﬁal regular
fridge. inspections to

Photocopiers
and computer
systems
maintained on
contract.

(Staff bringing
in own Kettles.)

inspection.

More detailed
inspection and
testing of
equipment liable to
damage. Avoid
overloaded
sockets.

ensure that fir
rules are followed
and )
housekeeping
standards are
maintained.

Training on use
of extinguishers
to be organized
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Fire All staff Fire evacuation Escape routes, fire | Fire
and procedures alarms & fire- extinguishers
visitors. displayed at each | fighting equipment | inspection to be
fire alarm point should be put out to
Fire drills twice managed and staff | contract urgently.
yearly. trained.
Exits & fire exits L The office
clearly marked. Mlnlmtlze_t. ¢ mancl';lger to make
: opportunities for regular.
é)?t?r?saig%ggtfo& fire to occur. inspections to
be keg t clear at ensure that fire
all tim%s rules are followed
. ' & housekeeping
Fire alarms standards are
maintained & maintained.
tested by mfg.
Waste bins o
emptied daily by Tfralnllng e
cleaners of extinguishers
to be organized.
Slips, trips | All staff Reasonable Condition & type of | Housekeeping to
and falls and house-keeping flooring, amount of | be discussed at
visitors standards Il%;htlng & standard | regular staff
maintained. ohholl:jsgkeeplrr]l meetings.
Cabinet drawers &| 39U DE.SUCNTO | gynervisors
doors kept closed | Preventinjury. given the
when not in use. responsibility of
Trailing cables maintaining _
from electrical standards In their
machinery areas.
managed. Office manager
Floors, staircases will carry out
& doors cleaned occasional
on a regular inspections to
basis by the ensure adequate
cleaners. standards are
Repairs & maintained.
maintenance
carried out when
necessary.
Stairs well lit &
handrail
provided.
Entrance well lit.
Bleach & Cleaner None. Exposure to Cleaner to try
strong hazardous safer alternative
detergents sqbstancdes to bleach
minimized as
required by Follow MSD_S
WHMIS What to do in
case of a spill.
Protective gloves
and safety
glasses to be
provided.
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Photocopier All staff Photocopier WHMIS applies. No further
located in well- action
ventilated
storeroom.

Smoking Employees | “No smoking” No further
Smokers to go action required.
outside and
away from
doors and
windows for a
cigarette.

Hygiene & All staff Washroom Adequate sanitary | No further

weltare su?plled with washing facilities, | action required.
potable hot and | drinking water, rest
cold water and | facilities and a
soap/towels place to dry,

change and store

_ clothes must be
Kitchen area supplied.
provided with
drinking water
and a fridge
and cleaned
daily.

Environmental | All staff Building kept Adequate heating | No further

comfort reasonably lighting & action required.

factors warm and light, | ventilation &
windows open | space required
to provide fresh
air, plenty of
space in offices.

Falling objects | All staff and | Light materials | Always provide Supervisor to

ltems stored in | Others stored on the well maintained make

high places upper shelves. | steps (or stool) for | occasional
Step-ladders access to upper checks of the
used to access | shelves. ladders and

upper shelves
in storage
areas

record findings.
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Exercise # 3 — Risk Assessment on a Case Study

Show Slide # 23 - page 40 of the workbook.

Exercise #3 - Group Work

Working through a case study

Task Hazard Analysis #23

Instructions for Exercise # 3: If there are enough participants, break
them into groups of 3 to 5. If there are too few participants to break them
into small groups, have them complete one or two of the case studies as a
single small group using flip chart paper and markers. Completed tables
are in the Workbook Appendix.

Direct each group to one of the sample case studies in the workbook.
Provide a piece of flip chart paper and some markers. Instruct them to draw
a table similar to the table used in case study #1 (refer to the table if
necessary) and complete the tables based on the case study assigned to
them.

Hazard Who might be | Existing controls| Standard to be Future
harmed? met actions

To help facilitate this exercise, the hazards have been identified in each
case study; participants should focus on completing the remainder of the
tables. To assist the facilitator, the tables in this guide have been
completed. The possible answers to who might be harmed, existing
controls, standards to be met and future actions are Italicised.
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Case study: Risk Assessment for an Auto Body Shop

Setting the scene - Workbook page 41

The risk assessment was carried out on the auto repair and maintenance
activities of an auto body shop. Twenty mechanics are employed on these
activities, including two apprentices. Eight of the mechanics work in the body
shop which contains auto body repairs and spray/bake facilities. The
mechanics all are journeyman. Two other employee’s work in the stores.

Access of non-employees is carefully controlled. Customers report to
reception and do not normally enter the shop areas. Suppliers are escorted
when visiting the stores, while other personnel, including insurance
inspectors and maintenance engineers, are the direct responsibility of the
relevant supervisor.

The risk assessment was undertaken by the shop manager. He was familiar
with the various work areas but not with the detailed work practices and their
associated hazards. He realized that some care would be needed in
carrying out the assessment.

Preparation

The manager began by reading the 5 steps booklet which explained the risk
assessment procedure. He then read through the How to Implement a
Formal Occupational Health and Safety Program and Monthly Auto Lift
Inspection Checklist. The manager was particularly concerned with the safe
storage and disposal of various waste materials on site, so he went over
the arrangements with the licensed disposal contractor on the telephone.
He also asked the supervisor of the paint spray facility to provide him with
the manufacturer's manual of recommended procedures, as he was aware
that this facility presented a number of hazards.

He was now in a position to make a preliminary checklist of the main hazards
and the associated issues which he would need to consider further.
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This was his list:

Hazard

Issues to consider

Hazardous substances used
and arising from work activity

Can use of existing chemicals be eliminated
or safer substitutes used? Data sheets,
procedures for use and storage, personal
protective equipment, training, disposal.
Exhaust fumes, asbestos arising from work
activity.

Means of escape, fire alarm and fire-fighting,

Fire use and storage of flammable gas cylinders,
flammabile liquids, housekeeping, smoking.
Electrical Visual checks, routine maintenance.
: Guarding, failure of equipment; inspection and
Mechanical J quip P

maintenance, training

Manual handling

Heavy loads, lifting equipment, training.

Noise

Assess noise level, improve machinery,
isolate noisy actives, and use ear protection

Welding

Protective equipment, adequate ventilation

Slips, trips and falls

Cleaning, housekeeping, defined work areas,
dealing with spillages.

Compressed air

Regular examinations, avoid injections into
body.

Others

Waste disposal, hand tools, welfare.

The manager also made another initial list identifying the people who might
be affected by hazards in the garage. He found the checklist under ‘Who
might be harmed?’ in the 5 Steps to Risk Assessment booklet useful for
this stage of the process. His list was:

e Mechanics, parts staff, and office staff

e Customers dropping or picking up cars, suppliers, sales people etc

Members of the public were not allowed in the area
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Tour of the auto shop

Having completed his preparation, the manager made a tour of the shop
with a supervisor. During the tour he:

made sure all areas and activities were covered;

used the preliminary checklist to help identify where and how in practice
particular examples of the hazards arose in the workplace and how harm
could occur,

talked to staff to find out what work methods were in use and what
training they had been given;

reading the accident/incident reports and first aid records; and

recorded the hazards identified and what controls, if any, were in place
to manage them.
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Completing the risk assessment

The manager used the information gathered during the tour to set down the
particular hazards he had identified, the people at risk from those hazards
and the existing control measures.

After discussing each hazard with the supervisor and considering the
guidance in the WorkSafeBC documentation, he was able to decide
whether their present controls were adequate and what, if any, additional
controls were required. This information was then also recorded.

The manager’s record of the assessment is shown on the attached table.

The assessment was discussed by the supervisors and their teams of
mechanics. The manager decided that a review and update was to be
made annually or at any time when major changes in the workplace
occurred. He also agreed to the supervisor's suggestion that the assessment
should be used as the basis for orientation training of new staff.
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Hazard Who might Existing controls | Standard to Future
be harmed? reached actions
Hazardous Employees Spray booths Exposure to Supervisor
Substances working in totally enclosed, hazardous to monitor
: the spray general exhaust substances the use of
(i) Isocyanate booths. extraction in minimized as personal
Paints; operation during required by protective
spraying and WHMIS. equment
baking. by all body
Petroleum based o}
paints; s _ " vl\\//lor ers. .
praying wor : anager to
. ) only undertaken g(r sg)sluperek;/ em)t introdgce
thinners used in by trained staff. usl% subst%nce system to
spray booth Alir-fed respirator, or us%n safer record issue
disposable substitgte' and
overalls. Gloves o inspection of
& safety boots Otherwise personal
worn at all times. adetqulately protective
Spray/bake contro equipment.
booths maintained exposure.
on regular basis Health
by contract. surveillance
may be
necessary.
Effectiveness of
control
: : measures
Paints stored in should be
Separate room itored. and
Employees | with extraction monitored, an
Storing & system. equipment
mixing paints | Proprietary mixing | Maintained.
system used.
WHMIS
Inventory kept.
Colour-coded
metal drum used
for waste.
Health
surveillance
carried out on
body shop staff.
ﬁ;IO\é(Ia_s w}glrln when
andling fillers.
. : Employees, | pyring grinding,
;_u? Handling of particularly local eéxhaust
illers, dust from | auto body used .
grinding of fillers. | mechanics. WHMIS applies. | a5 above.

Full face mask &
cartridge, gloves
& overalls used.
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(iii? Cleaning
solvents,
engine oil.

(iv) Car
engine
running
inside, toxic
exhaust
fumes e.g.
carbon
monoxide

(v) Brake &
clutch linings
& discs (may
contain
asbestos).

All
employees.

All
employees

All
employees,
Partlcularly
those
involved in
the task.

Kept in small
amounts.
Disposed of in
colour-coded
drums.

Gloves & overalls
used.

Car exhaust
attached to
extractor system
when engine is
running.

Extractor system
maintained &
tested to prevent
leaks.

Proprietary drum
cleaning
equipment used.

Dust removed
with special
vacuum cleaner.

Overalls &
respirator worn.
Overalls cleaned
by designated
contractor & not
taken home

WHMIS
applies.

WHMIS
applies.

Exposure to
asbestos must
be minimized

As above.

Supervisor to
periodically
check carbon
monoxide
levels in the
workshop.
when engine
running
extractive
system
operating

No further
action
required.
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Fire All Smoking Escape routes | Manager to
i) Sparks & dust employees, prohibited in all &fire-fighting arrange
grom grinding; visitors. work areas. equipment some
; ’ Fire alarms should be training on
Welding; F managed. use of
maintained & Staff should extinguisher
tested by mfg. >NOUl 9
A be trained in s for all
Extinguishers fire drill, fire- staff.
provided & fighting &
Inspected under ood _
contract. ousekeeping.
Special fire exits Minimize
not needed as all | opportunities
work areas have | for fire to
immediate access | occur.
to outside.
ii) Use of Flammables
glammable Al purchased in min.
substances; employees, | quantities &stored
visitors. in well ventilated
locations.
Flammable liquid | Flammable No further
waste stored substances action
away from main should be required.
building. Good stored _
housekeeping separately in
standards. secure well-
ventilated
. environments.
Fuel retriever
(iii) Gasoline fires used in emptying
vehicle fuel tanks
if necessary.
Al Clompone_nt
cleaning in re-
employees, circulatl%g paraffin
visitors svstem L No further
y ' Minimize action
likelihood of required.
g\é)ttgr?é"ég'&%d- Operation carried | 92s0line spills
up h dro’gen out in a well-
b daiogen, ventilated area so
explosion. the hydrogen can
disperse.
All Trained to follow
employees, mfg. _
others. recommendations. .
Prevent build-
up of No further
explosive action
A'|p|\/|_ required.
Electrical All Testing carried Equipment No further
equipment employees, out annually on all | must be used | action
Fixed equipment: | particularly portable & maintained | required.
rande o grtable’ rom portable | equipment &users | to prevent
a ianceps e equipment trained to carry danger.
hgﬂd held Iar'r%]'s which is out visual checks
PS- | liable to &report defects.
damage. Installed

equipment
receives regular
maintenance.
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Equipment not to
be left running
unattended.

Guardin
rovided.
rotective
equipment worn.

guards where
practicable.

The .
equipmen
musP be
adequatel
checked
maintained. It
should only be
used by those
with suitable
training.

Falling objects | Employees, Car lifts inspected | Lifting No further
Car hoist esE_emaIIy in | & serviced every | equipment action
failure venhicle six months by must be required.
' repair. insurers. Jacks & | examined
axle standés every month
: : maintained on a y a
Car jack failure. regular basis. competent
Axle stands used | P&€rSOn.
after lifting vehicle
with jack. Safe
working loads not
exceeded.
Mechanical Employees. All mechanical Dangerous No further
equipment equipment parts of action
E rindin checked before mechanical required.
e'%'i gment 9 use & faults equment
quip ' reported to must be
supervisor. provided with
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Operation of Drivers. All operators Lift truck must be | No further
forklift Other staff trained for use of regularly action
visitors the forkilift. maintained. required.
Forklifts serviced ggﬁg}fgg must
regularly& . :
examined every six
months.
Stores organized
to enable forklifts
to load & unload
safely &
pedestrians to
pass safely.
Flooring
maintained to
reasonable
standard.
Manual All Fork-lift truck used | Avoid the risk of Manager to
handling employees, | to move materials | injury by arrange
. particularly | into store & take removing the manual
In the stores - i
movement of those in components to need for manual handling
components the stores. | workshop. handling or training for
P : Manual handling provide _ the staff in
still required. mgchanlcal aids. | the store.
If rIS_lé caannot be
avoided, a more
detailed cl\j/leq[geiled
assessment assessment
maybe needed. io be carried
out.
Noise All Ear protection Exposure to noise | Supervisors
Particularly in employees, | must be worn must be assessed | to monitor
bod repa% Partlcularly when working with | & controlled. use of ear
wor%. those noise equipment Where risk cannot | Protection.
involved e.g. air saws be adequately
ngkbody reduceg, hearing
: grotectlpn should
e provided.
elding mployees | Arrange of hea Xposure to creens to
Weld Employe A fhead & | Expos t S S
; erforming | body protection radiation must be e provide
Toxic fumes P bod tectic t tb b ded
sparks. arc eve. | the task. used depending on | prevented. to protect
P : ye. Others the type of welding otg_ers_ from
nearby. operation. WHMIS radiation.
Local exhaust
extraction (LEV) in Arrange
place. periodic
testing of
LEV.
Slif)s, trips & All Good housekeeping | Condition & type | Walkways &
falls at grade employees. |standards kept of flooring, =~ storage
through training & amount of Ilghtlng areas
monitoring. ﬁstan?(ard 0 ge5|g|r|1ated
ousekeeping )y yellow
Floors degreased | 5noid be such to | lines.
Weekl?/. Absorbent revent iniur
granules & sawdust | P jury.
put on spills as soon
as possible.
Entrances & exits
maintained.
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Compressed | All AII_emé)!oyees Equipment regularly | No further
air employees. tralrll(e in‘'safe | maintained. action q
(l EXp_lOSion WOrKIn requireaq.
Q% equipment, proceaures. Tires should be
tires, Air line has handled with
%@‘;‘{eor‘;f : apfaropriate tools &
(IP Injection inspected & 'nr';%tgﬂéo correct
of air'in the serviced every P : o
body six months. Accidental injection
of air or material
must be avoided
Waste All Materials Other people No further
Disposal employees, | disposed ofin | (waste disposal action
& others colour-coded personnel% who required.
who remove | waste bins. may be affected by
the waste Waste the work activity
removed by must be protected.
firm of
specialist
contractors.
Hand tools All Tool box Hand tools must be | Supervisor to
employees | provided for properly maintained | monitor
correct storage | & only used for the | maintenance
when not in appropriate job. & use.
use.
Damaged tools
taken out of
use .
immediately.
Hygiene & All Heated kitchen | Adequate sanitary | No further
comfort employees. | area provided. &walshlr]l%fackllltles, action d
supply of drinkin required.
Washrooms & water, rest faC|I|t|ges
sinks available, & a place to dr
cleaned daily. P Ys
change & store
Locker room clothes must be
for drying& supplied.
\?\}grrfangglgtfhes & | Also facilities for
work clothin eating food so that
Jequioment 9 it does not become
prgviged. contaminated.
Portable
heaters used An adequate
during the working
winter in the temperature should
workshop. be provided.
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Case study: Risk Assessment in a Warehouse

Setting the scene - workbook page 48

The assessment was carried out in a warehouse which is used for the
receiving, storage and shipping of cardboard and plastic packaging
materials. Twelve workers are employed over two shifts, including the
manager and assistant manager. The company also employs a full-time
cleaner who has a broad range of cleaning and housekeeping duties.

A small office used for shipping and receiving by the manager and his
assistant manager, and a staff lunch room is located inside the warehouse
between two roller-shutter delivery doors. The remainder of the building is
filled with heavy duty metal racking upon which the palletized goods are
stored. Washroom facilities are provided in an adjacent building.

Most movements of goods involve lift trucks but some manual handling
required when non-palletized goods are handled and when packaging is
damaged. All pallets leaving the warehouse are shrink-wrapped.

The warehouse manager did the assessment of the warehouse and delivery
area following the guidance of an Occupational Safety Officer who had
inspected the warehouse some weeks before. The manager had a general
understanding of the majority of work procedures and their associated
hazards (through experience rather than training). He was particularly
aware of the need for fire precautions as his insurance company had
insisted on the highest standards for fire management.
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Preparation

The warehouse manager based his risk assessment on the 5 steps
booklet. He began by reading this and then went through How to Implement
a Formal Occupational Health and Safety Program. Using information in
these publications he was able to construct a preliminary assessment
checklist which identified the main hazards he was likely to find in the
warehouse and the associated issues he would have to consider further.

This was his checklist:

Hazard Issues to consider

Means of escape, fire alarm and
Fire firefighting, housekeeping, no smoking,
fire certification.

Operation of fork lift and other . -
Maintenance, training.

machines
Traffic movements (internal and Segregation of pedestrians, well-
external) maintained and cleaned floors.

Avoid where possible, mechanize,

Manual handling training

Electricity Visual checks, routine maintenance.

Adequate racking, regular inspections,

Fall of objects handling of pallets.

Noise, lighting, slips, trips and falls,

Others :
cleaning agents.

The manager then thought about who might be harmed by the hazards in
the warehouse, this included not only:

e his own employees; but also

e others including delivery drivers, sales representatives and contractors.

The list provided in the 5 steps helped him to identify particular groups.
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Tour of the warehouse

The warehouse manager next made a systematic tour of the four main
work areas - the shipping and receiving, the main storage area, the
office and lunch rooms and the outside area where traffic movements
and parking took place. He was accompanied by his assistant manager
who also had many years of practical experience of warehouse work. He
did this so that he would be able to identify where and how hazards arose
in practice in the workplace and how harm could actually occur. He:

e made sure all areas and activities were covered,;

e used the preliminary checklist as a prompt;

e talked to his colleagues to learn from their more detailed knowledge of
particular jobs and areas;

¢ looked at the first aid record book to gather information on current
problems: and

e recorded what controls, if any, were in place to manage the hazards
identified.

During the tour, the manager was able to add a hazard not on his
preliminary list, i.e. hazardous substances such as the fumes from the
fork-lift truck and from recharging their batteries. He also discounted a
hazard, i.e. noise was considered as a potential hazard but was not
included in the assessment as the level of risk was judged as
insignificant.
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Completing the risk assessment

The manager and his assistant used the information gathered during
the tour to record the particular hazards they had identified, the people at
risk from those hazards and the existing control measures. They then
discussed each hazard identified to decide whether present control
measures were adequate, referring back to the WorkSafeBC publications
where necessary. The additional controls that they agreed to introduce were
recorded.

Their record of the assessment is shown on the table below.

The manager gave copies of the assessment to al staff members and the
findings were discussed at the next staff meeting. He decided that a
review and update was to be made annually or at any time when major
changes to the workplace occurred.
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Hazard

Who might
be harmed?

Existing controls

Standard to be met

Future actions

Fire

Bulk
storage of
easily
burned
materials.

Ignited
through
electrical
fault,
smokin
materials,
battery
recharging
etc.

All
employees,
visitors.

Building designed
with fire-resisting
materials.

Exits & fire exits
clearly marked.

Fire extinguishers
located
throughout ware
house.

Access to all
exits and fire
extinguishers
kept clear at all
times.

Fire detection &
alarm system in
place.

Fire evacuation
procedures
displayed at each
fire alarm point.

Maintenance
contracts for
extinguishers &
detection/alarm
system.

Fire drill &
training in use of
extinguishers
held once year.

Smoking
prohibited in the
warehouse.

Cleaner ensures
no debris left
around
warehouse.

All staff trained in
ood .
ousekeeping

during orientation

Escape routes &
firefighting
equipment should
be managed.

Staff should be
trained in fire drill,
fire fighting & good
housekeeping.
Minimize
opportunities for
fire to occur.

Advice from the
local fire authority
maybe needed
depending on the
warehouse activity.

Discussions
with insurer on
the provision of
automatic
closing of roller-
shutter doors
linked to fire
alarm are being
considered.

Operation
of Forklifts

All
employees,
visitors.

All operators
trained to CSA
Standard for the

appropriate type
oP Porkrl)ift P

Forklift serviced
Regularly.

Trucks parked in
separate baf\; &
locked off when
not in use.

Forklift regularly
maintained.

Operators must be
trained.

Operators to
check forklifts
each shift every
day before
starting.

November, 2012 H‘



Module - Task Hazard Analysis — Facilitator Guide

to enable fork-
lifts to load and
unload from the
rackln? safel
and allow safe
passage of
edestrians in
he warehouse.

Access to

warehouse
restricted to
employees.

Floor condition
maintained on a
regular basis,
housekeeping
standards
maintained by
cleaner &
workforce.

Warning signs
located around
the traffic route.

External —

Parking of cars &
vans only
allowed in
marked spaces
well away from
external shipping
& receiving area.

pedestrians to
move about safely.

Machinery | All Only standard Dan%erqus parts of | Area around
Shrink wrap employees. palletlz%d loads mechanical b rknachlne to be
: wrapped. equipment must be | kept

machine. Emergency stop | Provided with unobstructed
buttor provide guards where at all times &
Fixed P q | practicable. }Oo be |nd]|ccated

ixed guards on : y use of

moving parts. ran:J%tegglpment markings in
Mechanical parts | adequatel fluorescen(;[
maintained checked orange-red.
regularly. Lnalﬂtalned,, r<1§Lused
Staff trained to y those with
use correctly. suitable training.

Conveyor Guards provided i

belt for for moving parts. bGuardt fﬂ"%tto

unloadin £ € installed to

from trucks. mergency sto keep non-
button provided. ]ysers away
Reaqular rom conveyor
ma?ntenance. system.

Traffic . All | Internal- %A sﬁafe system of . Sedpar?t_e

movement | employees, raffic management | pedestrian

(inside & visitors. \a/l\i/sﬁg(sm(l)?ys and must be devised to | entrance(s).

outside) sufficient space | allow vehicles or \tl)vzlatrr:igrr?geilcttgl €

be provided
next to roller-
shutter doors.

Housekeeping
standards &
floor condition
to be covered
by a monthly
inspection by
manager and
a brief record
kept.
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Outside area Worker
Prltted when overseeing
rosty, snow reversing to be
cleared. given ‘high
Reversing of visibility’ vest.
delivery van
overseen by
warehouse
worker.
Manual All Conveyor system | Avoid the risk of Manual
handling employees. | available to injury by removing | handling
Regular reduce manual the need for training to be
movement handling of manual handling or | given to all
of cartons materials in & out | provide _ warehouse
to pallets of delivery trucks. | mechanical aids. staff.
A range of
Rolls of :
stretch ggﬁgasltinandllng If risk cannot be More detailed
wrap, and required avoided, a more manual
flat pallets. 9 detailed handling
assessment, as assessment to
required. be carried out.
Portable All Installed Equipment must Inspection and
electrical employees | electrical be used & testing of
equipment equipment maintained to portable
Including recelves regular | prevent danger equipment to
conveyor & maintenance. e.g. visual checks | be arranged &
wrapper by users, periodic | recorded by
industrial Iorrtnal mfspectlon & | manager.
cleaner, esting ot . Training for
kettle, nggmeent liable to | gaf {0 Include
fridge, ge. visual checks
heater in of electrical
lunch room. equipment.
Falling All Racking not The method of Head
objects employees, | modified in any storage & system protection
From others. way by staff. of work Sh_OLlJ(|df S|tgnstposted
: : minimize risk o at entrance
a%crll(r']gg & 5\?ecrll<(l)%gdre18t falling materials. into storage
movement. areas.

Staff to report
any damage to
rackm&;
immediately.

Defective pallets
removed from
use immediately.

Protective
footwear & hard
hats used by all
entering storage
areas.

Protective gloves
ﬁrowded to
andle pallets.
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Slips, trips | All Quiality of flooring | Condition/type of Suitable spill
& falls emhployees, maintained. }‘_Iogr_lng,&amougt OJ kit tg? bbeI r?ade
others. : ighting & standard | available for
ﬂg%?g{ntra&%d to | of housekeeping | liquid spills.
housekeegping should be suchto
standards & prevent injury.
ensure stock
does not project
into gangways.
Cleaner removes
packing debris
daily & tidies all
areas of
warehouse.
Pallets stored
safely in
designated area.
Hazardous | All No. of vehicles Exposure to Investigate
substances | employees. | delivering hazardous availability of
Vehicle materials is | substances safer
exhaust relatively low; this | minimized as alternatives for
fumes prevents build-up | required by cleaner.
' of fumes. WHMIS
regulations.
Firstly, prevent
Cleaner made '
Bleach & aware of safe A bty not
cleaning Cleaner. procedures. using Suf stance or
fluids Rubber a using sa gr
gloves substitute;
used. otherwise
adequately control
exposure.
Health surveillance
may be necessary.
Effectiveness of
control measures
should be
monitored, &
equipment
maintained.
Rechar,ging All Batteries charged | A safe system of Supervisor to
of forkli employees. | in designated bay | work must be monitor to
batteries — | £ k_ift that is well followed to prevent | ensure
potential drivers ventilated. build-up of . protective
explosion ' Safe svstem of hydrogen or spill of | equipment is
8}/ release work uged which | concentrated acid. | being worn.
hvdrogen includes
Yol ” provision & use
Spiftoraci of goggles &
gloves. Potential
sources of
ignition
controlled.

‘H November, 2012




Module — Task Hazard Analysis — Facilitator Guide

Lighting All Good quality Adequate lighting No further
employees, | lighting provide levels appropriate | action
visitors. throughout the to the activity required.

warehouse. should be
Cleaner checks | Provided.
that light units

are operating &

replaced by

electrician when

necessary.

Floodlighting in

the external area.

Hygiene/ Employees. | Heated lunch Adequate sanitary | No further

Comfort room provided & washing action

with hot & cold facilities, supply of | required.

water and water
for beverages.

Area kept clean.

Lockers available
for employees’
belongings.

Washrooms a
short walk away,
cleaned daily.

drinking water, rest
facilities & a pface
to dry, change &
store clothes must
be supplied.

Also facilities for
eating food which
would otherwise
become
contaminated
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Case study: Risk assessment of a Masonry Contractor

Setting the scene - workbook page 56

A two storey block of 16 apt is being built on a small lot off a quiet road.
Overall control of health and safety is in the hands of the general
contractor who also has responsibility for site security, all traffic movements
on site and for determining, in consultation with sub-contractors, the locations
for delivery and storage of materials.

The general contractor gave prospective sub-contractors for the glass block
contract relevant information from the proposed health and safety plan. This
included details of the physical conditions on site and advised interested
bidders that the principal contractor would make arrangements for:

providing scaffolding on-site;
e accepting deliveries of palletized glass blocks and ready mixed mortar;

¢ lifting the glass blocks onto the loading platforms using a fork-lift with
trained drivers; and

e ensuring the mortar is moved to the work areas by a forklift.

This allowed the bricklayers to plan for safety and included the cost of the
necessary protective measures in their bids. The principal contractor
requested that outline method statements be submitted with the tenders, and
used these to assess the competence of the masonry firms.

Visiting the site

The manager of the successful bricklaying firm visited the site before
beginning work. He examined the work area, access, and surrounding
environment as well as other site activities.

‘H November, 2012




Module — Task Hazard Analysis — Facilitator Guide

Preparation

With this information, and his outline method statement, the manager was
able to prepare a detailed risk assessment. He followed the general
approach adopted in the 5 steps booklet (page 7) but modified the steps
slightly since the assessment was carried out before work began.

The manager began by referring to two WorkSafeBC publications,
Construction Compliance - Field Officer Guide and How to Implement a
Formal Occupational Health and Safety Program. These publications
provided extensive information on the probable site hazards and standard
safe working procedures. They also confirmed the approach he had outlined
in the method statement for dealing with a number of safety-related issues.

He worked his way systematically through the sections of the outline
method statement and, with the aid of WorkSafeBC's publications,
identified the significant hazards at each stage of the job. Having visited
the site he was aware of the location and of any special features
needing to be taken into account.

He then considered who might be harmed by the hazards identified. His
earlier discussions with the main contractor were very important here as
he had to consider the safety of:

¢ other sub-contractors' employees, delivery drivers;
¢ site visitors, members of the public; and

e his own workforce.

The manager then outlined what controls he planned to adopt. The
information provided in WorkSafeBC'’s publications was very helpful in
addition to his own knowledge and that of the supervisor.
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Completing the risk assessment

The manager recorded the particular hazards he had identified, the
people at risk from those hazards and the control measures he proposed
to adopt. This risk assessment enabled the manager to turn the outline
method statement into a detailed statement.

The manager's record of the assessment is shown on the table below.

The manager gave copies of the assessment to the main contractor.
They were also issued to all members of the bricklaying team by their
supervisor. He made sure they were fully aware of all the workplace
hazards and the controls to reduce the risk. Once the work had begun,
the assessment was reviewed by the manager to take into account any
change of circumstances encountered on-site.
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Case Study: Risk Assessment Table of a Masonry Contractor

Hazard Who might | Existing controls Standard to reached
be harmed?
Fall from a | All workers Bricklayers’ supervisor to Scaffolding must be
height usm? . check that scatfolding was | designed, erected, altered &
scaffolding erected to adequate dismantled by competent
standards by qualified workers under competent
subcorgtract%rs & i[)hat supervision.
INSPECLONS have Deen It must be suitable for the
carried qut & recorded. work undertaken & must be
Scaffolding not to be rovided with adequate
interfered with or misused. oarding, toe boards & hand
Scaffolding not to be rails _ _
overloaded or overcrowded | It must be provided with
with people or objects. adequate means of access.
Ladders to be in good
condition, adequately
secured (lashed) & placed
on firm surface.
Fallin All workers Debris netting kept in First of all, avoid risk of injury
Objects site vl|35|torsic position on scaffold. ]p%lprevt%ntlng (rjnatenals from
members o : alling, then reduce
the public in yg%sgsergaf‘;ghalsscg’ﬁg%m rema?ning risk with personal
the vicinity of : 1aing protective equipment
scaffoldin and place in waste bins.
orof 9 | Hard hats and safety boots
unloading to be worn at all times.
operations.
Slips, All workers Good housekeeping to be | Surfaces to be kept free of
trips & maintained at all times. obstruction, so far as is
falls Waste inclpdin%bar}ds & reasonably practicable.
Around the pallet debris to be disposed
site of in waste bins.
Temporary storage _
locations to be agreed with
site manager.
Manual Bricklayers Manual handling hazards Avoid risk of injury by
handling to be minimized by use of removing the need for
Glass mechanical aids. manual handling or provide
bricks mechanical aids.
mortar, As the risk cannot be
equipment avoided, a more detailed
movement assessment is required.
up a&
down
ladders &
scaffolding.
Hazard to | Bricklayers. Eﬁe protection to be worn Suitable eye protection
eyes when cutting, drilling & should be provided & worn to
Cutting grinding glass blocks. protect against flying objects.
drilling &
grinding.
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& cold water to be
provided. Portable toilets
provided by general
contractor.

Mechanical Bricklayers | All mechanical equipment Dan%erqus parts of
equipment & other to be checked daily & mechanical plant &
Cement mixer | Workers in | defects reported to the site | machinery must be
angle grinder. the area. supervisor. provided with guards
Mechanical equipment not | Where practicable.
to be left running Mechanical equipment
unattended. must be adequately
Cement mixer to be checked & maintained.
located on firm level
ground.
Guards to be in place
during operation.
Noise Those Noise sup{aressed Exposure to noise must
From use of using the | equipment to be used be assessed & controlled.
equipment e.g. | auipment | where available Where risk cannot be
angle grinder. Ear muffs available for use | eliminated hearlngD
with equipment. protection should be
provided.
Hand tools Brick Damaged tools to be taken | Hand tools must be
layers out of use immediately. properly maintained &
only used for the
appropriate job.
Fire/lexplosion | All workers | Diesel fuel & gas to be held | Minimize opportunities for
From ignition in the in minimum quantities & fire to occur.
of fuel%r trash | vicinity. stored in lockable caﬁe
with a?proprlate fire hazard
sign affixed,
Suitable fire extinguisher to
be kept in vicinity.
Good housekeeping to be
monitored by supervisor.
Hazardous Brick Data sheet for mortar to be | Exposure to hazardous
substance layers made available to all substances minimized as
Mortar workers. required by WHMIS
Direct skin contact to be regulations.
avoided, gloves to be used | Firstly, prevent exposure
when handling mortar by not usf,lng sgbﬁatnce or
: using safer substitute;
Eggoﬁ;?eﬁoo?%tfﬁges% With | Gtherwise adequately
> F: K& y ' control exposure.
; ust mask & eye
z[a)rllgltefr(‘:jorrirr]]ding El?/g?s protection to bé worn when .
' angle grinder in use. Health surveillance may
Grindin% wheels to be be necessary.
changed & set by trained Effectiveness of control
operatives only. Situation measures should be
to be kept under review in | monitored, & equipment
case new hazardous maintained.
substances are introduced
on site.
Hygiene Brick Mobile lunch room with Adeguate sanitary &
Jcomfort layers propane gas heater & hot | washing facilities, supply

of drinking water, rest
facilities.
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Case study: Risk assessment for Landscape Company

Setting the scene - workbook page 60

The company is an established family business of landscape gardeners who
prepare ground and maintain grass, plants, shrubs and trees for commercial
clients. This includes, for example, laying turf and planting shrubs
surrounding newly-built dwellings and maintaining the grass and grounds
surrounding business premises.

The company is managed by two supervisors and employs 25 full-time staff.
The premises consist of an office and a secured compound used to store
the landscaping and gardening equipment including chemicals such as
herbicides.

Since the work takes place in a variety of locations, it was necessary for the
company director to devise a generic assessment of the risks posed by the
equipment and substances used in the landscaping tasks.

Preparation

The assessment was carried out by one of the supervisors who followed the
protocol detailed in the 5 steps booklet. He had collected a range of
documents to assist in this process. These included:

e company accident/incident reports and first aid records;
e WorkSafeBC publication How to Implement a Formal Occupational Health
and Safety Program;

e Operational and maintenance manuals from machinery manufacturers;
and

e data sheets on safe use of pesticides etc from chemical suppliers.

The supervisor used the information in these documents to make a
preliminary checklist outlining the main hazards he would be likely to find
and the associated issues he would have to consider further.
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This was his list:

Hazard

Issues to consider

Contact with buried
services

Discuss with utilities, locate accurately.

Mechanical

Guarding, inspection & maintenance, training,
personal protective equipment.

Manual handling

Heavy loads, lifting equipment, training.

Job design

Repetitive task, frequency.

Hazardous substances

Are existing chemicals necessary? Procedures for
use, personal protective equipment, training.

Storage and transport of
fuel

Small amounts, correct containers, safe system of
work assess noise level, improve machinery, and
isolate noisy activities.

Noise

Provide ear protection.

Other

Transport, welfare, comfort.

The supervisor also made a preliminary list identifying the people who
might be affected by hazards, as follows:

e employees; and members of the public,

Visiting locations

Having completed his preparation, the supervisor continued the assessment
by visiting a number of contract locations. He did this so that he would be
able to identify where and how hazards arose in practice in the workplaces
and how accidents could actually occur. He:

e made sure he saw a representative range of different work activities;
e used the preliminary checklist to identify how and where hazards arose
and the sort of accidents that could occur and how severe it would be for

those harmed:;

o talked to employees to identify what they thought were the significant

hazards;

e recorded evidence of the working practice actually in use to control the

hazards.
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Completing the risk assessment

The supervisor used the information collected during the site visits to record
the particular hazards he had identified, the people at risk from those
hazards and the existing control measures.

By using the manufacturer's manuals and the other trade information he
then judged whether the existing control measures for each hazard were
adequate. He identified additional control measures for some of the hazards
and noted which could be introduced now at minimal cost and those for
which there would be a significant expenditure. He wrote down any
additional control measures required. The supervisor's record of the
assessment is shown on the table below.

The supervisor made sure that copies of the assessment were given to all
staff and he arranged a meeting to discuss the implications of any changes.
As this was a generic assessment, staff were reminded that they might
have to tailor the assessment to fit the actual conditions which would vary
in practice from site to site. The supervisor decided that a review and
update should be made annually or at any time when major changes to the
work practices occurred.
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Hazard Who Existing controls | Standard to reached | Future
might be actions
harmed?

Contact with | Employees | Consultation with System of work Company

buried : client, public required to avoid to

underground utilities & other striking underground | purchase a

services contractors to services, by detecting | cable

E.g. cuttin identify location of | services, safe digging | detector &

Y Saend buried services. practice. arrange for

cables. Secure permit-to- gtaalfr]yng of

dig where required. :

Mechanical Employees | Equipment Dan%erqus parts of Users to be

equipment (contact operated only by mechanical plant & trained to

Mowers with authorized trained | machinery must be report faults

trimmers moving personnel. provided with guards | immediately.

shredders, parts). Guards provided | Where practicable. Supervisor
chainsaw, by machine Mechanical to monitor
hedge suppliers. egwpment must be the wearing
clippers, A range of adequately checked | of ppe.

Sprayers. personal protective | & maintained. Formal

equipment (ppe). Operated by those check of
Equipment with suitable training | machine
req ularl & wearing guardlng to
mgintair){ed by appropriate ppe. e carried
contract. out.

Falling Emdoloyees Employees wear Head & foot Supervisor

objects and an ﬁpe particularly protection required as | to monitor

objects others. ard hats & safety | necessary. the wearing
striking body foot wear. Work of ppe.

While using area cordoned off

the machinery & signed to keep

& when members of the

working on public away.

construction

sites.

Noise Those Hearing protection | Exposure to noise Supervisor

From using the | worn when working | must be assessed to monitor

machinery. machinery. | with some and controlled. the wearing

machinery. Where risk cannot be | °f PPe
eliminated, hearlng
protection should be
provided.

Hazardous Emdoloye_es Pesticide Exposure to Review

substances and public | applicator hazardous WHMIS

Mixing & certificate when substances _ assessment

usinggspill required. minimized as require | s.

during All users receive | PY WHMIS. Introduce

transport instruction in safe First of all, prevent safe

working practice & | exposure by not substitutes
. wearing of ppe using substance or & safer
Pesticides utsrlwng safe Sé,lbstltlilt?Z mealllns tQf
. otherwise adequately | application
8%9'[)'32#826 Substances carried | control exposure. where
: : in minimal Effectiveness of possible.
Checkmate amounts in control measures
Fertilizers) approved storage u

boxes/vessels.

should be monitored,
and equipment
maintained.
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Storage & | Employees; | Gasoline ke_Pt No further
use oi public. under conditions action
gasoline specified in the required.
safe work
procedures.
Gas stored &
transported in
approved
containers.
Manual Employees. | Job rotation to Avoid risk of injury | Request
handling ensure no single by removing the employees
employee performs | need for manual report to the
same repetitive hanc_llln% or firstaid
task all day. prowhde . {'ﬂtendant if
mechanica ey
ﬁHdeerpgljocl)ot)r/gien?ng in | handling aids. experience
manual handling. | If the risk cannot be ug%e\svlrlwrgt\)/vill
avoided, a more e 1Eth
detailed ecide If they
assessment is need to refer
required them to an
: occupational
doctor.
Supervisor to
review
manual-
handling
assessments
Transport | Employees, | Trucks only driven | Vehicles must be No further
Trucks to others. by authorized staff. | adequately _ action
machinery maintained & driven | required.
chemicals, by trained
garden operators.
waste etc. Ensure other o
Other workers have Obtain high
contractors’ distinguishing visibility
vehicle apparel. clothing.
Supervisor to
monitor use.
Welfare/ Employees. | Depending on the | Adequate sanitary | No further
comfort duration of the & washing facilities, | action
work, the supply of drinking required.
supervisor water, rest facilities.
negotiates the use
of general

contractor facilities.
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Exercise #4
Developing Safe Work Procedures

Directions:
1. Show Slide # 24.
2. Discuss the method of developing safe work procedures.
3. Explain that this is a two part exercise,
e part one will be to develop safe work procedures for the Auto Service
Technician
e Part two will be to develop safe work procedures for their own jobs
4. Work together as a group to develop safe work procedures.

5. Record the answers on the flipchart.

6. Encourage participants to use the worksheet on page 67 of their workbook
when doing their exercise.

7. Conduct part one of Exercise #4 and have participants work in groups to
develop safe work procedures for the elements of Auto Service Technician

then conduct part two for their own jobs.

8. Discuss the responsibilities of the employer, supervisor, and worker in
relation to safe work procedures.

9. Summarize the answers on the flipchart.

Transition:

Now let's have you get back in your groups to do a Hazard Analysis for your own job.
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Show Slide # 24 - page 65 of the workbook

Developing Safe Work
Procedures — Exercise 4

> ldentify hazards

» Assemble expertise (knowledge & skills) in
safe task performance

» Review and analyze task-related accident
investigation reports

» Document procedures
» Test new procedures and revise as needed
» Implement procedures

Task Hazard Analysis

Explain:

When it has been determined that the hazards cannot be eliminated, safe work
procedures must be created, starting with the most hazardous task.

Procedures are instructions on how to perform a task.

The steps involved in establishing safe work procedures include:

Identifying the hazards

Gathering a team of very experienced, average and inexperienced workers
and supervisors to develop the procedures, to provide the knowledge and
skills, to do the work safely, and to identify the potential pitfalls

Capturing all existing manufacturer’s instructions and noting them down as
safe procedures if machinery is used

Having an average worker perform the task while everyone observes the
actions
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e As a group, reviewing reports of previous incidents and determining why the
incidents happened

e Deciding, as a team, which procedures provide the safest method for
accomplishing the task

e Having the average worker perform the task again, to ensure the newly
developed procedures are safe

e Documenting the procedures

Written procedures must then be implemented and workers must be trained in
the practice of these procedures.

Inform the participants that as a group, they will now work together to develop
some safe work procedures to control the hazards associated with the task,
‘Change tires’.

Elicit responses from the group following the hazards recorded on your
flipchart used in the previous section ‘Analyzing Hazards'.

Possible Answers (safe work procedures):
e Car could shift while being worked on
- Put gear shift in ‘park’

- Apply emergency brakes
- Shut engine off

e Tools and other items could fall from the hoist
- Remove tools and other items on the hoist before operating it

e Hoist could inadvertently come down
- Ensure controls are locked out

e Could experience sprains and strains from over- reaching
- Place hoist at correct height to avoid over-reaching and twisting

e Wheel could fall off and hurt someone if not being held firmly in place while
removing nuts

- Maintain pressure on wheel while removing nuts
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Lifting tire could cause back/arm strains

- Apply proper lifting procedures when handling tire

e Rapid deflation could cause dust to fly into eyes
- Keep eyes away from valve when deflating tire and wear goggles

e Could pinch fingers when taking tire off wheel
- Keep fingers out of pinch point when loosening deflated tire from wheel
e Could pinch fingers when placing new tire on wheel
- Keep fingers out of pinch point when placing new tire on wheel
e Over inflation could cause tire to explode
- Set air pressure to appropriate level and watch to ensure that it shuts off at
the right point

e Wheel could fall off and hurt someone if not being held firmly in place while
tightening nuts

- Maintain pressure on wheel until at least one nut is on by a few threads

e Tools could fall off hoist and hurt someone
- Remove tools and any other items on the hoist before operating it

e Car could shift if there’s a sudden jerk when stopping
- Lower car slowly

e Wheel could fall off if not attached properly
- Start off by driving slowly, and then increase speed to ensure wheels

have been attached securely

Transition:

State: You will now do an exercise to create safe work procedures for the
hazards you identified for your own job elements.
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Exercise 4 Instructions — Develop Safe Work Procedures

State: Now that we have analyzed the job components, prioritized the tasks
and analyzed the hazards, we will need to come up with some safe work
procedures to address those hazards (assuming they cannot be eliminated).

Review the Worksheet on page 67 and the blank worksheet on page 70 of the
workbook with the group and explain that this exercise has 2 parts.

Part 1:

Instruct the participants to work together in groups to develop written safe work
procedures that have been identified for the job of “Auto Service Technician”.
Have them use the Hazard Analysis Safe Work Procedures Worksheet on
page 67 of the workbook. (For part one of this exercise, suggested safe work
procedure answers are on pages 68, 69 and a completed worksheet is on
page 70 of the workbook (page 91 of this facilitator guide.)

Allow 10 to 15 minutes for the exercise. Circulate among the groups to ensure
everyone is on the right track. After completing part one of this exercise, explain
part 2.

Part 2:

Instruct the participants to work together in groups and brainstorm possible
hazards associated with 3 to 5 elements they listed for their own job tasks in
Exercise 1 on page 26 of their workbook. Have them record their answers on
the blank worksheet on page 70 and 71 (one or two elements per worksheet).

Following the hazard assessment for the elements of their own job, have them
develop written procedures for hazards they identified for their own job using
the Hazard Analysis Worksheet on pages 70 and 71 of the workbook.

Allow 15 to 20 minutes for the exercise. Circulate among the groups, provide
assistance if needed. After they have completed the exercise, have 2-3 people
share their answers with the other groups.

An extra copy of the Hazard Analysis Safe Work Procedures Worksheet is in
the workbook Appendix on page 99.
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Hazard Analysis Safe Work Procedures Worksheet

Date:

Duty:

Elements

Hazards

Safe Work Procedures

=w

=W

w

=W

=lw

w

=

=W
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Elements Hazards Safe Work Procedures

# 1. 1.
2.

3.

2. 1.

2.

3.

3. 1.

2.

3.

4. 1.

2.

3.

5 1.

2.

3.

# 1. 1.
2. 2.

3. 3.

1. 1.

2. 2.

3. 3.

1. 1.

2. 2.

3. 3.

1. 1.

2. 2.

3. 3.
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Sample Hazard Analysis Safe Work Procedures Worksheet

Date: October 31, 2012

Duty: Perform Spring/Fall Service

Job: Auto Service Technician

Task: Change Tires

attached properly.

Elements Hazards Safe Work Procedures
1. Secure car . Car could shift while being 1. Put gear shift in ‘park’.
worked on.
2. Apply emergency brakes.
3. Shut engine off.
2. Hoist car . Tools and other items could fall | 1. Remove tools and items on the
from the hoist. hoist before operating it.
. Hoist could inadvertently come | 2. Ensure safety dogs are engaged.
down.
3. Remove wheel cover . Could experience sprains and | 1. Place hoist at correct height to
and lug nuts strains from over-reaching. avoid over- reaching.
. Wheel could fall off and hurt 2. Maintain pressure on wheel while
someone if not being held removing nuts.
firmly in place while removing
nuts.
4. Remove wheel . Lifting tire could cause 1. Apply proper lifting procedures
back/arm strains. when handling wheel.
5. Remove old tire . Rapid deflation could cause 1. Keep eyes away from valve when
(summer tire) from dust to fly into eyes. deflating tire.
wheel . Could pinch fingers when 2. Wear goggles.
taking tire off wheel. 3. Keep fingers out of pinch point
when loosening deflated tire from
wheel.
6. Install new tire (snow . Could pinch fingers when 1. Keep fingers out of pinch point
tire) on wheel placing new tire on wheel. when placing new tire on wheel.
. Over-inflation could cause tire | 2. Set air pressure to appropriate
to explode. level and watch to ensure that it
cuts off at the right point.
7. Place wheel back on . Lifting tire could cause 1. Apply proper lifting procedures
car back/arm strains. when handling wheel.
8. Put lug nuts back on . Wheel could fall off and hurt 1. Maintain pressure on wheel until at
and tighten them someone if not being held least one nut is on by a few
firmly in place while tightening threads.
nuts.
9. Lower car . Tools could fall off hoist and 1. Always remove tools and any
hurt someone. other items on the hoist before
. Car could shift if there’s a operating it.
sudden jerk when stopping. 2. Lower car slowly.
10. Test drive . Wheel could fall off if not 1. Start by driving slowly, and then

increase speed to ensure wheels
have been attached securely.
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Transition:

Everyone in an organization has the responsibility to ensure a safe working
environment. We will now take a look at the responsibilities of the key players
with regard to safe work procedures.

Responsibilities of Employers, Supervisors, and Workers

State: In order to maintain a safe working environment, everyone must accept

responsibility for his or her part in making it happen. Each position has a safety
responsibility associated with it.

Ask participants what they think the responsibilities of the various staff
members should be with regard to safe work procedures. Ask participants to
record their answers on page 73 of the workbook.

Possible answers:

e Employer
- Provide a safe working environment for every employee
- Develop and implement written safe work procedures
- Provide orientation and training for each employee
- Revise procedures that are ineffective

e Supervisor

- Assist in designing and developing safe work procedures

- Ensure company safety policies are followed

- Oversee to ensure procedures are being followed

- Provide a safe working environment for every employee

- Develop and implement written safe work procedures

- Provide orientation and training for each employee

- Revise procedures that are ineffective

- Authorize changes in process, workplace design and/or equipment
- Suggest required changes to employer

o Worker
- Assist in designing and developing safe work procedure
- Ensure that safe work procedures are followed as documented.
- Apply safe practices at all times
- Report unsafe environments and watch out for the safety of others.
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Summary

Directions:

1. Review key steps in the Hazard Analysis Process:
e Examine job components
e Prioritize Tasks with Hazards
e Assess Hazards and determine control measures
e Develop Safe Work Procedures

2. Show Slide # 4 again — Check to see if objectives were met.

3. Also, refer to the list of participants’ expectations. Determine if all
expectations have been met. If not, refer the participants to additional
resources.

4. Encourage participants to relate their learning in the module to the safety
of their own job. Have them determine:

e Are there current procedures in place for their own jobs?
¢ Do the procedures identify the safest method for performing the tasks?

5. Ask participants if they have any questions.

6. Address questions and concerns, if any.
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Appendix

e Task Hazard Analysis Workbook
e Module — Task Hazard Analysis — Facilitator Guide Slides
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Task Hazard
Analysis
Workbook

mSHFE BC

WORKING TO MAKE A DIFFERENCE

This workbook was developed by:

Certification Services
Worker & Employer Services Division
WorkSafeBC
P.O. Box 5350
Vancouver, B.C. V6B 5L5

This is a health and safety related document.

It is not copyrighted and you are encouraged to copy the document as necessary.

For more information contact the WorkSafeBC Information Line at
604-276-3100 or toll free at 1-888-621-7233



Guidelines

This workbook looks at concepts and methods to develop and
conduct a Task Hazard Analysis at your workplace.

Various sample forms, checklists and other documents are included.

It is important to remember that these samples are only one
approach. Employers and Joint Health and Safety Committees can
use any method or format that works for their workplace.

This workbook has been developed by Certification Services,
Worker & Employer Services division of WorkSafeBC.

The material is designed for use by Joint Health and Safety
Committees members. WorkSafeBC is not responsible for
the results or interpretations when the material is presented
through other sources.

If there is any conflict between information in this material

and the current Workers Compensation Act, Occupational
Health and Safety Regulation and related policies, the Act, the
Regulation and policies shall take precedence.
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Introduction

Hazard Analysis is a method to systematically identify hazards and determine and
devise control measures to eliminate the hazards or, if hazards cannot be eliminated,
minimize the risks to workers.

The analysis process studies job tasks and their potential hazards in order to find safe
and efficient ways of accomplishing the work.

The most preferred way is to apply control measures to eliminate the hazards
altogether.

If it is not possible to eliminate the hazard, other control measures must be devised to
minimize the risks the hazards present to workers.

In these situations i.e., when hazards cannot be eliminated, safe work procedures must
be developed and implemented.

To effectively perform a hazard analysis and establish safe work procedures for a
particular job function, a process must be followed.

The process includes:

* Examining the job — breaking it down into duties, tasks, and elements

* Identify tasks likely to present hazards

* Identify and assess the hazards

* Determine the risks to workers and others that may be harmed by the hazards
identified

* Determine the course of action required to address the hazards

* Develop and implement safe work procedures if hazards cannot be eliminated.

Task Hazard Analysis Workbook— Revised November, 2012
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Risk Assessment

5 Step Model to Risk Assessment

The following material from the “5 Step Model to Risk Assessment” has been adopted by
WorkSafeBC for use in BC. It contains public sector information published by the Health
and Safety Executive (HSE) and licensed under the Open Government Licence v1.0.
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5 Steps to Risk Assessment

Assessing health and safety risks in the workplace

A risk assessment is an important step in protecting workers as well as complying with
the law. It helps to maintain focus on the risks that really matter in the workplace—the
ones with the potential to cause real harm.

In many instances, straightforward measures can readily control risks, for example
ensuring spills are cleaned up promptly so people do not slip, or cupboard drawers
are kept closed to ensure people do not trip. For most workplaces, that means simple,
inexpensive and effective measures to ensure that the most valuable asset—the
workforce—is protected.

The law does not expect the elimination of all risk, but does require employers to
protect people as far as ‘reasonably practicable’. This risk assessment model explains
how to achieve that with a minimum of fuss.

This is not the only way to do a risk assessment, there are other methods that work
well, particularly for more complex risks and circumstances. However, for most
organizations, this is a very straightforward method.

What is risk assessment?

A risk assessment is simply a careful examination of what, in your workplace, could
cause harm to people, so that you can determine whether enough precautions have
been taken or if more should be done to prevent harm.

Workers and others have a right to be protected from harm caused by a failure to take
reasonable control measures.

Accidents and diseases can ruin lives and can have a serious impact on business if
output is lost, machinery is damaged, insurance costs increase or results in legal action.
Employers are legally required to assess risks in the workplace so that a plan to control
those risks can be established.

To assess the risks in your workplace follow the five steps on the following pages.

Task Hazard Analysis Workbook— Revised November, 2012
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Five Steps to Risk Assessment

Step 1 Identify the hazards

Step 2 Decide who might be harmed and how

Step 3 Evaluate the risks and decide on precautions

Step 4 Record your findings and implement them

Step 5 Review your assessment and update if necessary

Task Hazard Analysis Workbook— Revised November, 2012
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The process need not be complicated. In many organizations, the risks are well known
and the necessary control measures are easy to apply.

You probably already know whether, for example, there are workers who move heavy
loads and could harm their backs in the process, or where people are most likely to slip
or trip. If so, check that reasonable precautions have been put in place to avoid injury.

If you work in a small organization and you are confident that you understand what’s
involved, you can likely do the risk assessment yourself. You don’t have to be a health
and safety expert.

If you work in a larger organization, you could ask a health and safety advisor to help
you. If you are not confident, get help from someone who is competent.

In all cases, make sure that all of the staff or their representatives are involved in the
process. They will have useful information about how the work is done that will make
the assessment of the risk more thorough and effective.

Remember, the employer is responsible for ensuring that the assessment is conducted
properly.

When thinking about doing a risk assessment, remember:

* a hazard is anything that could cause harm, such as chemicals, electricity, working
from ladders, an open drawer etc;

* the risk is the chance, high or low, that somebody could be harmed by these and
other hazards, together with an indication of how serious the harm could be.

Task Hazard Analysis Workbook— Revised November, 2012
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10

. Step 1 Identify the hazards

First you need to work out how people could be harmed. When you work in a place
every day it is easy to overlook some hazards, so here are some tips to help you identify
the ones that matter:

Walk around the workplace and look at what could reasonably be expected to cause
harm.

Ask the workers or their representatives what they think. They may have noticed
things that are not immediately obvious to you.

Visit WorkSafeBC’s website (www.worksafebc.com). WorkSafeBC publishes both
general and industry specific guidelines on how to control hazards and there is more
information on the site on how hazards might affect your business.

If you are a member of a business association or trade union, contact them. Many
produce very helpful industry or specific guidelines.

Check manufacturers’ instructions or data sheets for chemicals and equipment as
they can be very helpful in spelling out the hazards and putting them in their true
perspective.

Have a look at your accident and first aid records - these often help to identify the
less obvious hazards.

Remember to think about long-term hazards to health (e.g. high levels of noise or
exposure to harmful substances) as well as safety hazards.

Task Hazard Analysis Workbook— Revised November, 2012
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. Step 2 Decide who might be harmed and how

For each hazard you need to be clear about who might be harmed; it will help you
identify the best way of managing the risk.

That doesn’t mean listing everyone by name, but it does mean identifying groups of
people (e.g. ‘people working in the storeroom’ or ‘passers-by’).

In each case, it is important to identify how they might be harmed, i.e. what type of
injury or illness might occur.

For example, ‘stockers’ may suffer back injuries from repeatedly lifting boxes.

Remember:
* some workers have particular requirements, e.g. new and young workers, return to
work claimants and people with disabilities may be at particular risk.

Extra thought will be needed for some hazards;

* cleaners, visitors, contractors, maintenance workers etc, who may not be in the
workplace all the time;

* members of the public, if they could be hurt by your activities;

* if you share your workplace, you will need to think about how your work affects
others present, as well as how their work affects your coworkers - talk to them; and

* ask the workers or your coworkers if they can think of anyone you may have missed.

Task Hazard Analysis Workbook— Revised November, 2012 1
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12

. Step 3 Evaluate the risks and decide on precautions

Having spotted the hazards, the next step is to decide what to do about them. The law
requires employers to do everything ‘reasonably practicable’ to protect people from harm.

You can work this out for yourself, but the easiest way is to compare what you are
doing with good practice. There are many sources of good practice, for example
WorkSafeBC’s website (www.worksafebc.com) or Canada’s National Center for
Occupational Health and Safety (www.ccohs.ca).

So first, look at what you're already doing; think about what controls are already in
place and how the work is organized. Then compare this with the good practice and
see if there’s more you should be doing to bring your workplace up to standard. When
asking yourself this, consider:

e (Can I eliminate the hazard altogether?

* If not, how can I control the risks so that harm is unlikely?

When controlling risks, apply the principles below, if possible in the following order:

* try a less risky option (e.g. switch to using a less hazardous chemical);

* prevent access to the hazard (e.g. by guarding);

* organize work to reduce exposure to the hazard (e.g. put barriers between
pedestrians and traffic);

* issue personal protective equipment (e.g. clothing, footwear, goggles etc); and

* provide facilities (e.g. first aid and washing facilities for removal of contamination).

* Improving health and safety need not cost a lot. For instance, placing a mirror on
a dangerous blind corner to help prevent vehicle accidents is a low-cost precaution
considering the risks. Failure to take simple precautions can cost a lot more if an
accident does happen.

* Involve staff in the risk assessment to ensure that the proposed precautions will work
in practice and won’t introduce any new hazards.
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. Step 4 Record your findings and implement them

Putting the results of the risk assessment into practice will make a difference when
looking after people and the workplace.

Writing down the results of the risk assessment, and sharing them with staff,
encourages this.

When writing down the results, keep it simple, for example, the results to address the
risk of ‘Tripping over garbage: bins provided, staff instructed, weekly housekeeping
checks’, or the risk of exposure to welding fumes ‘Fume from welding: local exhaust
ventilation used and regularly checked’.

A risk assessment is not expected to be perfect, but it must be appropriate and

sufficient. Employers need to be able to show that:

* an appropriate check was conducted;

* the people who might be affected were consulted,;

* all the significant hazards were dealt with, taking into account the number of people
who could be involved;

* the precautions are reasonable, and the remaining risk is low; and

* the staff or their representatives were involved in the process.

There is a template in the Appendix of this Workbook that you can print and use for
your own hazard and risk assessment.

If, like many businesses, you find that there are many improvements that could be
made, big and small, don’t try to do everything at once.

Make an action plan to deal with the most important things first. WorkSafeBC Safety
and Hygiene Officers acknowledge the efforts of businesses that are clearly trying to
make improvements.

Task Hazard Analysis Workbook— Revised November, 2012 13
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A good action plan often includes a mixture of different things such as:

* a few inexpensive or easy improvements that can be done quickly, perhaps as a
temporary solution until more reliable controls are in place;

* long-term solutions to those risks most likely to cause accidents or disease;

* long-term solutions to those risks with the worst potential consequences;

* arrangements for training employees on the main risks that remain and how they are
to be controlled;

* regular checks to make sure that the control measures stay in place; and

* clear responsibilities — the plan should identify who will take responsibility for what
action, and by what date.

Remember to prioritize and tackle the most important things first. As each action is
completed, mark it complete on your action plan.

Task Hazard Analysis Workbook— Revised November, 2012
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. Step 5 Review your assessment and update if necessary

Few workplaces stay the same. Sooner or later, new equipment, substances and
procedures that could lead to new hazards will be introduced. It makes sense, therefore,
to review the risk assessment and the precautions.

Every year or so formally review it, to make sure the workplace is still improving, or at
least not sliding back. Look at the risk assessment again. Have there been any changes?
Are there improvements needed? Have the workers spotted a problem? Has anything
been learned from accidents or near misses? Ensuring that the risk assessment is up to
date is an important step in demonstrating due diligence.

When running a business it’s all too easy to forget about reviewing the risk assessment
- until something has gone wrong and it’s too late. Why not set a review date for this
risk assessment now? Write it down and note it in a logbook as an annual event.

During the year, if there is a significant change, don’t wait. Check the risk assessment
and, where necessary, revise it. If possible, it is best to think about the risk when
planning any changes - that way there will be more flexibility.

Task Hazard Analysis Workbook— Revised November, 2012
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Some frequently asked questions

What if the work done tends to vary a lot, or I (or workers) move from one
site to another?

Identify the hazards are reasonably expected and assess the risks for them. This general
assessment should put you in a good position for the majority of your work. When you
take on new work or a jobsite that is different, cover any new or different hazards with
a specific assessment. You do not have to start from scratch each time.

What if | share a workplace?

Tell the other employers and self-employed people working there about any risks your
work could cause them, and what precautions you are taking. Also, think about the
risks to your own workforce from those who share your workplace.

Do the workers also have responsibilities?

Yes. Workers have legal responsibilities to co-operate with their employer’s efforts
to improve health and safety (e.g. they must wear protective equipment when it is
provided), and to look out for each other.

What if circumstances change for one or more workers?

You'll need to look at the risk assessment again. All employers are required to carry
out a specific risk assessment for new or young workers as some jobs may not be
appropriate for them. If a worker develops a disability then the employer is required to
make reasonable adjustments. People returning to work following major surgery may
also have particular requirements. If you put your mind to it, you can almost always
find a way forward that works for the employer and for the workers.

What if the employer has already assessed some of the risks?

If, for example, hazardous chemicals are used in the workplace, the employer may have
already assessed the risks to health and put precautions in place under Workplace
Hazardous Material Information System (WHMIS).
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Getting help

If you get stuck, don’t give up. There is a wealth of information available to help you.
More information about legal requirements and standards can be found on our website
at: www.worksafebc.com, and in particular under the publications tab and in the
WorkSafeBC stores.
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Benefits of Safe Work Procedures

Because of the steps involved, it takes time to develop safe work procedures. There
are, however, many benefits to both the worker and the employer of spending time to
develop safe work procedures.

Most importantly, safe work procedures help to reduce risks of injury and disease to workers.

This workbook has a number of questions designed to get you thinking about the topic
of “Task Hazard Analysis”. Space is provided for you to write down your answers. If a
question has a right answer the answer is in the Appendix, if the question is an exercise
to get you to think about a topic the answer will be on the next page.

What are some other benefits of having safe work procedures?

Answer is in the Appendix

Task Hazard Analysis Workbook— Revised November, 2012
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Examining the Job and Breaking it Down

In order to identify hazards with a job, it is necessary to break the job down into levels
and components that can help us to systematically and thoroughly identify the hazards.

Duty

The first high-level breakdown of a job is the identification of the main duties. A duty is
a major area of responsibility. Duties provide an overview of the job components.

Even though it is possible to have only one duty, the average job consists of five to
seven main duties. Therefore, if you were to list the five main functions of your job, you
would be listing your duties.

Throughout this workbook, we will use the Auto Service Technician Job to demonstrate
the process.

An example of a ‘Duty’ with the Auto Service Technician’s job would be, “Perform
Spring /Fall Service”

Note that the wording shows a verb, (e.g. perform) followed by a noun, (e.g. service) to
emphasize the action being performed.

Let’s try to come up with some additional duties for the Auto Service Technician.

Suggested answer on the next page.

Task Hazard Analysis Workbook— Revised November, 2012
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Possible answers (duties) include:

[] Perform Spring/Fall Service [ Perform tune-up
[] Maintain inventory [] Service brakes
[] Change tires [ Change oil
Task

A ‘Task’ is a further breakdown of a duty. A task, while still at a higher level, breaks the
job down into more defined areas. A task, when completed, yields a useful result.

An example of an Auto Service Technician’s task, related to the ‘Perform Spring /Fall
Service’ Duty, is ‘Change Tires — summer tires to winter tires or vice versa’. (Sometimes
the task could just be ‘Rotate Tires’.)

As you can see, changing the tires is still at a high enough level to be broken down
even further into steps later.

Fill in the Job Hierarchy and Component Worksheet on the next page with the
following:

e Job: Auto Service Technician

* Duty: Perform Spring/Fall Service

e Task: Change Tires, replace summer tires with winter tires etc.

Task Hazard Analysis Workbook— Revised November, 2012
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What do you think are some of the other additional tasks associated with Auto Service

Technician’s duty of ‘performing Spring/Fall Service?

Please record your answers in the ‘Task’ spaces on the chart below. Answers are in the
Answer Key in the Appendix.

Job Hierarchy and Component Worksheet

Date: Joh:
Duty:
Task
Task Priority
Elements Elements Elements Elements Elements Elements Elements
1 1 1 1 1 1 1
2 2 2 2 2 2 2
3 3 3 3 3 3 3
4 4 4 4 4 4 4
5 5 5 5 5 5 5
6 6 6 6 6 6 6
7 7 7 7 7 7 7
8 8 8 8 8 8 8
9 9 9 9 9 9 9
10 10 10 10 10 10 10
Task Hazard Analysis Workbook— Revised November, 2012
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Element
The final breakdown of a job is the “Element”.

While duties and tasks give an overview of the job, the elements provide finer details.
The element is the lowest level to which we would want to break the job down. It is the
smallest meaningful unit of work, usually an individual step, action or activity in the
work process.

One element of the task, ‘Change Tires’, is ‘Secure Car on Hoist’. It is the first step in a
series of steps that complete the task, ‘Change Tires.

Elements are usually listed in the order they’re done.

* What are some other elements required for ‘Change Tires’? List the elements in the
order that they are done. Record the answers in the space provided on the worksheet
on page 22. Possible answers in the Answer Key in the Appendix.
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Identify Tasks Likely to Present Hazards

After determining the duties, tasks, and elements of a job, the next step involves
identifying the tasks likely to present hazards.

Consider the following criteria when determining hazardous tasks:

Tasks with known or obvious hazards

Tasks which have potential for serious injuries

Tasks with high accident or injury frequency

New tasks/changed with no accident history

Tasks using new/unsafe equipment

Unusual tasks and tasks that are performed infrequently
Tasks which are repetitive, routine, or low hazard

To do an effective evaluation of each task, it is wise to have a variety of staff members
involved in the process.

Who do you think should be involved?

The team should consist of:

Experienced employees — Provide knowledge and experience

Less experienced employees — Offer the insight of an average worker performing the task
Very inexperienced employees — Ask questions and identify concerns of a new worker
on the job

Management Personnel /Supervisors — Have the knowledge of existing company
policies and the authority to change or recommend changes to them

Task Hazard Analysis Workbook— Revised November, 2012
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The next exercise requires you to prioritize the tasks we have identified for the Auto
Service Technician. We'll try to determine tasks that are more hazardous than the others.

Which of the tasks do you think are most hazardous and the least hazardous? Write
the numbers 1 to 6 beside the list you have created from before, with No 1 being the
most hazardous.

Perform Spring/Fall Service
Perform tune-up

Maintain inventory

Service brakes

Change tires

Change oil

Suggested answers are in Appendix 1.

Review the examples of Job, Duty, Task, and Elements and write the numbers in the
Task priority spots on your work sheet.

Task Hazard Analysis Workbook— Revised November, 2012
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Exercise 1: Breaking down your Job

Try breaking your job down to the element level. Start with your job, then duty, then
task and finally “elements”. You may want to write your answers on a Job Hierarchy and
component Worksheet.

Job Hierarchy and Component Worksheet

Date: Job:

Duty:

Task

Task Priority

Elements Elements Elements Elements Elements Elements Elements

1 1 1 1 1 1 1
2 2 2 2 2 2 2
3 3 3 3 3 3 3
4 4 4 4 4 4 4
5 5 5 5 5 5 5
6 6 6 6 6 6 6
7 7 7 7 7 7 7
8 8 8 8 8 8 8
9 9 9 9 9 9 9
10 10 10 10 10 10 10
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5 steps

CASE
STUDIES mp

The material from the 5 Steps to Risk Assessment Case Studies has been adopted by
WorkSafeBC for use in BC. This material contains public sector information published by the
Health and Safety Executive and licensed under the Open Government Licence v1.0.

© Crown copyright 1998
Application for reproduction should be made in writing to:

Copyright Unit,

Her Majesty’s Stationery Office,
St Clements House,

2-16 Colegate,

Norwich NR3 1BQ

First published 1998
ISBN 0 7176 1580 4
HSG 183

All rights reserved. No part of this publication may be reproduced, stored in a retrieval system, or transmitted
in any form or by any means (electronic, mechanical, photocopying, recording or otherwise) without the prior
written permission of the copyright owner.

This material is issued by WorkSafeBC.
Following the examples given in this material is not compulsory and you are free to take other actions.
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5 steps

CASE STUDIES

Table of Contents

Introduction

Stage 1: Preparation
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Stage 3: Completing the risk assessment

Case study: Risk assessment for an office

Case study: Risk assessment for an auto repair shop
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Case study: Risk assessment for a masonry contractor

Case study: Risk assessment for a landscape company
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5 steps

CASE STUDIES

Introduction

Whether you are an employer, or self-employed, a risk assessment of your work
activities must be conducted. This is nothing more than a careful examination of what
work activities could cause harm to people, so that you can determine whether you
have taken enough precautions or should do more to prevent harm.

To help you carry out your assessment, WorkSafeBC has also embedded the booklet
“5 Steps to Risk Assessment” into this workbook which gives practical information on
how to assess risk and record the findings; it was aimed particularly

at small business.

To support the 5 Steps Booklet and illustrate what it involves in practice, WorkSafeBC
has adopted a series of risk assessment case studies from the HSE of typical employers
in small business for use in this workbook.

The point of the case studies is to illustrate the way the businesses went about their
assessments and how and why they reached their decisions. Whatever business you are
in, this workbook is designed to assist you in carrying out your own risk assessment.

If you are involved in the same activities as those covered in the case studies, you will
find much of the detail directly relevant to you. However, beware! You should not simply
read across to your own businesses — this material does not provide you with a short
cut to your own assessment.

All businesses have their unique features and a particular case study may cover some
hazards you do not have to deal with in your own workplace, and not mention some
you do — you will have to take your own 5 steps when carrying out your own risk
assessment.

Even where the hazards are the same, the control measures you adopt may have to be
different from those in the case studies so as to meet the particular conditions in your
workplace.

Though the case studies each deal with very different activities, you will see that there
is a common approach involving the following stages.

Task Hazard Analysis Workbook— Revised November, 2012
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steps
5 p

CASE STUDIES

Stage 1: Preparation

Don’t jump in feet first! Take time to prepare.

The 5 step method will present you with a systematic approach and make clear what
sort of information you are going to have to collect and what decisions you will have to
make to complete the assessment.

You will find it a great help to access and read health and safety publications which
cover your work activities and give a guide to the hazards that are likely to be in your
type of workplace, and what you have to do to control the risks from them.

WorkSafeBC produces a vast range of publications which may help you with your

risk assessment: you will see references to some of these in the case studies. Other
organizations such as industry specific and safety associations and trade organizations
also produce health and safety information.

The suppliers of equipment, chemicals etc should also supply you with health and safety
information about their products — they have a legal obligation to do so.

But remember, nobody knows your business better than you and the people who work
for and with you — make sure you use your knowledge and experience and theirs, in
carrying out the risk assessment. See what past accident investigation reports and first
aid records at your workplace have indicated as source of accidents and injuries.

Stage 2: Touring the workplace

Risk assessment is not meant to be a theoretical exercise. Tour the workplace to
confirm, amend and add detail to your preliminary list — what’s actually there on the
shop floor. You may want to do this by systematically going from work area to work
area, identifying the hazards associated with equipment and activities in each area;
another approach is to shadow workers to see what hazards they meet while going
about their work.

Make sure you talk to the workers, tap their experience, and listen to their concerns.
The workers’ safety rep., if there is one at your workplace, will have a particularly
valuable contribution to make.
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Stage 3: Completing the risk assessment

With all this information, you can now sit down and complete your assessment using
the form provided with the 5 steps booklet or one that you have designed for this
purpose. You will have to decide, for each hazard identified, whether you have done
enough to control the risk from each of them or whether you need to do more and, if
so, what.

You should always consider first whether you can eliminate the hazard altogether or
replace it with something safer (e.g. water-base paints are usually a lesser hazard than
solvent-based paints). Then, consider whether the control measures you have already
taken are enough, or are more needed? In the vast majority of cases, it will be relatively
straightforward for you to decide — compare the controls you have in place with the
good practice identified in the published guidance you read at stage 1.

If you cannot find material covering a particular hazard in your workplace and/or
you are uncertain what to do, have a word with your local WorkSafeBC Officer. Your
business or trade association or other firms in your line of business may also be able
(and willing) to help you out.

Make sure you pass on the significant findings of your risk assessment to your employees
or coworkers. Finally, remember that the risk assessment is a ‘means’ and not an ‘end’. If
your assessment showed that you had more to do to control risk then do it!
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5 steps Case Study 1:
case stunes RiISK assessment for an office

> Preparation
> Tour of the office

> Completing the
risk assessment

Setting the scene

The company employs 18 office staff in a two-storey building consisting of seven offices,
a meeting room and a store room containing the photocopier, two washrooms, and a
small kitchen area containing a small fridge. All offices are equipped with typical office
furniture including computers and monitors at workstations, filing cabinets, etc.

The office activities include purchasing, sales, financial control and secretarial back-
up. All staff accesses a networked computer system that supports and monitors these
activities. Customers are not normally allowed to enter the building, and access by
‘others’ (sales personnel and contractors, e.g. window cleaners) is strictly controlled.

The office manager carried out the risk assessment. Although he had a good
understanding of general office procedures, (developed over many years of office work),
his knowledge of health and safety matters was not very comprehensive. It focused on
specific issues, for example the importance of emergency procedures. He therefore took
some care in preparing for the assessment.
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Preparation

The manager began by reading the 5 Steps booklet, which explained the risk
assessment procedure. He then read through the WorkSafeBC workbook Safety
Inspections Reference Guide and Workbook and the more general How to Implement
a Formal Occupational Health and Safety Program which enabled him to develop a
preliminary checklist, outlining the main hazards and the associated issues he would
have to consider further. This was his list:

Hazard ‘ Issues to consider

Manual handling Heavy loads, lifting equipment, training

Computer monitors Level of use, comfort of staff, training.

Electrical equipment Visual checks, routine maintenance

Fire Means of escape, fire alarm and fire-fighting, housekeeping,

storage, smoking

Hazardous substances Can use of existing chemicals be eliminated or safer substitutes
used? Also consider data sheets, procedures for use.

Others Washrooms, temperature, welfare.

The manager also made another initial list identifying the people who might be affected
by hazards in the office. He found that the checklist under ‘Who might be harmed?’ in
the 5 Steps Booklet proved useful for this stage of the process.

His list was:

* Firm’s own employees: office workers, office cleaner.
e Others: delivery people, sales personnel, contractors.
* Members of the public: not normally allowed into the building.

Tour of the office

Having completed his preparation, the manager continued the risk assessment by making
a tour of the office. He did this so that he would be able to identify where and how
hazards arose in practice in the workplace and how harm could actually occur. He:

* made sure all areas and activities were covered;

* used the preliminary assessment checklist as a prompt;

Task Hazard Analysis Workbook— Revised November, 2012 33

oooooooooooooooooooo
oooooooooooooo



34

steps
5 p

CASE STUDIES

* talked to supervisors and staff to learn from their more detailed knowledge of areas
and activities, and to find out their concerns and opinions about health and safety
issues in their workplace;

* reviewed past accident/incident reports and first aid records; and

* Recorded what controls, if any, were in place to manage these hazards.

During the tour, the manager identified the particular examples in his workplace of the
hazards on his preliminary checklist, and added some not on the list. For example, the
falling of items stored on a high shelf; and talking to a supervisor revealed that staff
were bringing their own electric kettles into work.

Completing the risk assessment

The manager used the information gathered during the tour to record the particular hazards
he had identified, the people at risk from those hazards and the existing control measures.

He then considered the advice provided in the 5 steps to risk assessment. He referenced
two WorkSafeBC publications, Safety Inspections Reference Guide and Workbook
and How to Implement a Formal Occupational Health and Safety Program, and he
consulted with his supervisors to complete the assessment. For each hazard identified,
he had to judge whether the control measures currently in place were sufficient or,

if more were needed, what should be done. He wrote down any additional control
measures required. The manager’s record of the assessment is shown on page 36.

Costs and time taken

The time taken by the manager in consultation with the supervisors to perform the risk assessment was:
* Preparation (obtain and read documentation) 2 person hrs

* (Gathering information 3 person hrs

* Recording & considering further controls 2 person hrs

e 5 steps to risk assessment free publication

* Safety Inspections Reference Guide and Workbook free publication

* How to Implement a Formal OH&S Program free publication

Copies of the assessment were then given to all staff members by their supervisors
with whom they discussed the findings. The assessment was also used as a basis for
orientation training of new staff. The manager decided that a review and update should
be made annually or at any time when major changes in the workplace occurred.
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5 steps EXxercise 2:
case stupes RiISK Assessment for an Office

Instructions for Exercise 2:

Review the following tables for Case Study 1. The purpose of the review is to familiarize
yourself with the format so that you will be able to complete one or more of the

remaining 4 case studies.

Following the review of Case Study 1 try working through the other case studies
without looking at the answers.
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Case study 1 — Risk Assessment for an Office

HEVET(

Manual
handling

Deliveries:
Paper (regular)

Who might
be harmed?

All staff- paper

Named

staff — office
equipment and
other heavy

Existing controls

Wheeled carts used
to transport boxes of
paper etc.

Only named staff
moves computers

Standard to be
met

Avoid risk of injury
by removing need for
manual handling or
provide mechanical
aids.

Future actions

Need for manual
handling training of
named staff to be
kept under review.

Supervisors to

Work station
& surrounding
area

intermittently
no habitual
users.

Free eye test if
requested

Venetian blinds
provided to control
ambient light.

(One staff member
complained of
slight discomfort.
Did not know how
to correctly adjust
equipment.)

adjustable seating.

For habitual users,
more detailed
assessment of work
stations is required.

How to Make
your Computer
Workstation fit you

Office loads. and other heavy If risk cannot be remind staff that
equipment loads. avoided a more heavy equipment to
(infrequently) Staff of detailed assessment, | be moved by named
contract paper | Top shelves used as required by staff only.
suppliers for storage of light Manual Handling
boxes only. Regulations, is Agree, by contract
needed with suppliers of
paper for delivery to
point of store
Computer All office staff | Adjustable monitors | Suitable lighting, Supervisors to
monitors use equipment | and foot rest. comfortable ensure that staff

know how to adjust
equipment for own
comfort.
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HEVEL(

Who might

be harmed?

Existing controls

Standard to be
met

Future actions

Electrical All staff Sufficient sockets Equipment must be Fire extinguishers
_ provided used and maintained | inspection to be
Office _ to prevent danger. put out to contract
equipment Staff trained to urgently.
portable report defective E.g. visual checks
heaters, tea/ plugs or cables to by users; periodic The office manager
coffee making manager. formal visual to make regular
equipment _ inspection. inspections to
fridge. Photocopiers and _ ensure that firm
computer systems More detailed rules are followed
maintained on inspection and and housekeeping
contract. testing of equipment | <tandards are
Steftbringng | puoig overioaged | "
own kettles.) sockets. Training on use of
extinguishers to be
organized
Fire All staff and Fire evacuation Escape routes, Arrangements to be
visitors. procedures displayed | fire alarms & fire- made for periodic
at each fire alarm fighting equipment formal visual
point should be managed inspection.
_ . . and staff trained. o )
Fire drills twice Periodic inspection
yearly. Minimize and testing of
_ _ _ opportunities for fire | portable heaters.
Exits & fire exits to oceur.
clearly marked. Staff instructed
, not to bring in their
Access to exits & own kettles, as
extinguishers to maintenance cannot
be kept clear at all be assured.
times.
_ Water heater and
Flre_ ala_rms coffee machine to be
maintained & tested provided.
by mfg.
Waste bins emptied
daily by cleaners
Task Hazard Analysis Workbook— Revised November, 2012
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HEVEL(

Who might

be harmed?

Existing controls

Standard to be
met

Future actions

Smokers to go
outside and away
from doors and
windows for a
cigarette.

Slips, trips All staff and Reasonable house- Condition & type of Housekeeping to be
and falls visitors keeping standards flooring, amount of discussed at regular
maintained. lighting & standard staff meetings.
_ of housekeeping _ _
Cabinet drawers & should be such to Supervisors given
doors kepj[ closed prevent injury. the re_spo_ns_ibility
when not in use. of maintaining
Trailing cables from standards in their
electrical machinery areas.
managed. _ _
Office manager will
Floors, staircases & carry out occasional
doors cleaned on a inspections to ensure
regular basis by the adequate standards
cleaners. are maintained.
Repairs &
maintenance carried
out when necessary.
Stairs well lit &
handrail provided.
Entrance well lit.
Bleach Cleaner None. Exposure to Cleaner to try safer
& strong hazardous alternative to bleach
detergents substances
minimized as Follow MSDS
required by WHMIS | \wnat to do in case of
a spill.
Protective rubber
gloves to be
provided.
Photocopier All staff Photocopier located WHMIS applies. No further action
in well-ventilated
storeroom.
Smoking Employees “No smoking” No further action

required.
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LEVET Who might | Existing controls | Standard to be Future actions
be harmed? met

Hygiene & All staff Washrooms supplied | Adequate sanitary No further action
welfare with potable hot and | washing facilities, required.

cold water and soap/ | drinking water, rest

towels facilities and a place

to dry, change and
store clothes must

Kitchen area be supplied.

provided with

drinking water and

a fridge and cleaned

daily.
Environmental | All staff Building kept Adequate heating No further action
comfort reasonably warm lighting & ventilation | required.
factors and light, windows & space required

open to provide fresh

air, plenty of space in

offices.
Falling All staff and Light materials Always provide well Supervisor to make
objects others stored on the upper maintained steps (or | occasional checks

Items stored

shelves. Step-

stool) for access to

of the ladders and

in high places ladders used to upper shelves. record findings.
access upper shelves
in storage areas
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5 steps EXxercise 3: Doing a Risk Assessment
case stues ON A Case stUdy

Instructions for Exercise 3:

Complete the tables based on one of the case studies that follows.

Who might Existing Standard to Future

Hazard be harmed? controls be met actions

To help facilitate this exercise, the hazards have been identified in each case study; you
should focus on completing the remainder of the tables. To assist you in your learning,
the completed tables for each of the case studies are in Appendix 2. The answers to
who might be harmed, existing controls, standards to be met and future actions are
italicised.
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5 steps Case study:
case stunes RISK Assessment for an Auto Body Shop

Setting the scene

The risk assessment was carried out on the auto repair and maintenance activities of
an auto body shop. Twenty mechanics are employed on these activities, including two
apprentices. Eight of the mechanics work in the body shop which contains body repairs
and spray/bake facilities. The mechanics all are journeyman. A further two employees
work in the stores.

Access of non-employees is carefully controlled. Customers report to reception and do
not normally enter the shop areas. Suppliers are escorted when visiting the stores, while
other personnel, including insurance inspectors and maintenance engineers, are the
direct responsibility of the relevant supervisor.

The risk assessment was undertaken by the shop manager. He was familiar with the
various work areas but not with the detailed work practices and their associated
hazards. He realized that some care would be needed in carrying out the assessment.

Preparation

The manager began by reading the 5 steps booklet which explained the risk assessment
procedure. He then read through the How fo Implement a Formal Occupational
Health and Safety Program and Monthly Auto Lift Inspection Checklist. The
manager was particularly concerned with the safe storage and disposal of various
waste materials on site, so he went over the arrangements with the licensed disposal
contractor on the telephone. He also asked the supervisor of the paint spray facility to
provide him with the manufacturer’s manual of recommended procedures, as he was
aware that this facility presented a number of hazards.

He was now in a position to make a preliminary checklist of the main hazards and the
associated issues which he would need to consider further.

Task Hazard Analysis Workbook— Revised November, 2012 4
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This was his list:

Hazard ‘ Issues to consider

Hazardous substances used Can use of existing chemicals be eliminated or safer
and arising from work activity | substitutes used? Data sheets, procedures for use
and storage, personal protective equipment, training,
disposal. Exhaust fumes, asbestos arising from work
activity.

Fire Means of escape, fire alarm and fire-fighting, use and
storage of flammable gas cylinders, flammable liquids,
housekeeping, smoking.

Electrical Visual checks, routine maintenance.

Mechanical Guarding, failure of equipment; inspection and
maintenance, training

Manual handling Heavy loads, lifting equipment, training.

Noise Assess noise level, improve machinery, isolate noisy
actives, and use hearing protection

Welding Protective equipment, adequate ventilation

Slips, trips and falls Cleaning, housekeeping, defined work areas, dealing with
spillages.

Compressed air Regular inspections, avoid injections into body.

Others Waste disposal, hand tools, welfare.

The manager also made another initial list identifying the people who might be affected
by hazards in the garage. He found the checklist under ‘Who might be harmed?’ in the
5 steps booklet useful for this stage of the process. His list was:

* Mechanics, parts staff, and office staff

* Customers dropping or picking up cars, suppliers, sales people etc

Members of the public were not allowed in the area
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Tour of the auto shop

Having completed his preparation, the manager made a tour of the shop with a

supervisor. During the tour he:

* made sure all areas and activities were covered;

* used the preliminary checklist to help identify where and how in practice particular
examples of the hazards arose in the workplace and how harm could occur;

* talked to staff to find out what work methods were in use and what training they had
been given;

* reading the accident/incident reports and first aid records; and

* recorded the hazards identified and what controls, if any, were in place to manage them.

Completing the risk assessment

The manager used the information gathered during the tour to record the particular
hazards he had identified, the people at risk from those hazards and the existing
control measures. After discussing each hazard with the supervisor and considering
the guidance in the WorkSafeBC publications, he was able to decide whether their
present controls were adequate and what, if any, additional controls were required. This
information was then also recorded.

The manager’s record of the assessment is shown on the table on the next page.

The assessment was discussed by the supervisors and their teams of mechanics. The
manager decided that a review and update was to be made annually or at any time when
major changes in the workplace occurred. He also agreed to the supervisor’s suggestion
that the assessment should be used as the basis for orientation training of new staff.

Costs and time taken

The time taken by the manager in consultation with the supervisors to perform the risk assessment was:
* Preparation (obtain and read documentation) 4 person hrs

* (Gathering information 6 person hrs

* Recording & considering further controls 3 person hrs

* 5 steps to risk assessment free publication

* Monthly Auto Lift Inspection Checklist free publication

* How to Implement a Formal OH&S Program free publication
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Hazard

Hazardous
Substances

(i) Isocyanate

paints;

* petroleum
based paints;

¢ thinners
used in spray
booth;

(i) Handling

of fillers, dust
from grinding of
fillers.

(iii) Cleaning
solvents, engine
oil.

(iv) Car engine
running

inside, toxic
exhaust fumes
e.g. carbon
monoxide

(v) brake &
clutch linings
& discs
(may contain
asbestos).

Who might | Existing controls | Standard to be

be harmed? met

Future actions
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GEVET Who might | Existing controls | Standard to be Future actions

be harmed? met

Fire

(i) Sparks & dust
from grinding;

* petroleum
based paints;

(ii) Use of
flammable
substances;

(iii) Gasoline
fires

(iv) Charging
batteries; build-
up hydrogen,
explosion.

Electrical
equipment

Fixed equipment;
range of portable
appliances e.g.

hand held lamps.

Falling objects
Car hoist failure.

Car jack failure.
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Hazard

Who might | Existing controls | Standard to be

be harmed? met

Future actions

Mechanical
equipment

E.g. grinding
equipment.

Operation of
forklift

Manual
handling

In the stores;
movement of
components.

Noise

Particularly in
body repair work

Welding

Toxic fumes,
sparks, arc flash.
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GEVET Who might | Existing controls | Standard to be Future actions

be harmed? met

Slips, trips &
falls at grade

Compressed air

(i) Explosion of
equipment, tires,

(ii) Injection of
air in the body

Waste Disposal

Hand tools

Hygiene &
comfort
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5 steps Case study:
case stupes RISK assessment in a Warehouse

Setting the scene

The assessment was carried out in a warehouse which is used for the receiving, storage
and shipping of cardboard and plastic packaging materials. Twelve staff are employed
over two shifts, including the manager and assistant manager. The company also
employs a full-time cleaner who has a broad range of cleaning and housekeeping duties.

A small office used for shipping and receiving by the manager and his assistant
manager, and a staff lunch room is located inside the warehouse between two roller-
shutter delivery doors. The remainder of the building is filled with heavy duty metal
racking upon which the palletized goods are stored. Washroom facilities are provided in
an adjacent building.

Most movements of goods involve lift trucks but some manual handling is required
when non-palletized goods are handled and when packaging is damaged. All pallets
leaving the warehouse are shrink-wrapped.

The warehouse manager did the assessment of the warehouse and delivery area
following the advice of an Occupational Safety Officer who had visited to inspect

the warehouse some weeks before. The manager had a general understanding of

the majority of work procedures and their associated hazards (through experience
rather than training). He was particularly aware of the need for fire precautions as his
insurance company had insisted on the highest standards for fire management.

Preparation

The warehouse manager based his risk assessment on the 5 steps booklet. He began
by reading this workbook and then went through the WorkSafeBC publication How to
Implement a Formal Occupational Health and Safety Program. Using information in
these publications he was able to construct a preliminary assessment checklist which
identified the main hazards he was likely to find in the warehouse and the associated
issues he would have to consider further.
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This was his checklist:

Hazard ‘ Issues to consider

Fire Means of escape, fire alarm and firefighting,
housekeeping, no smoking, fire certification.

Operation of fork lift and other | Maintenance, training.

machines

Traffic movements (internal Segregation of pedestrians, well-maintained and cleaned

and external) floors.

Manual handling Avoid where possible, mechanize, training.

Electricity Visual checks, routine maintenance.

Fall of objects Adequate racking, regular inspections, handling of pallets.

Others Noise, lighting, slips, trips and falls, cleaning agents.

The manager then thought about who might be harmed by the hazards in the
warehouse, this included not only:

* his own employees; but also

* others including delivery drivers, sales representatives and contractors.

The list provided in the 5 Steps helped him to identify particular groups.

Tour of the warehouse

The warehouse manager next made a systematic tour of the four main work areas -

the shipping and receiving, the main storage area, the office and lunch rooms and the

outside area where traffic movements and parking took place. He was accompanied by

his assistant manager who also had many years of practical experience of warehouse

work. He did this so that he would be able to identify where and how hazards arose in

practice in the workplace and how harm could actually occur. He:

* made sure all areas and activities were covered;

* used the preliminary checklist as a prompt;

* talked to his colleagues to learn from their more detailed knowledge of particular
jobs and areas;

* Jlooked at the first aid records to gather information on current problems: and

* recorded what controls, if any, were in place to manage the hazards identified.
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During the tour, the manager was able to add a hazard not on his preliminary list, i.e.
hazardous substances such as the fumes from the fork-ift truck and from recharging their
batteries. He also discounted a hazard, i.e. noise was considered as a potential hazard but
was not included in the assessment as the level of risk was judged as insignificant.

Completing the risk assessment

The manager and his assistant used the information gathered during the tour to record
the particular hazards they had identified, the people at risk from those hazards and

the existing control measures. They then discussed each hazard identified to decide
whether present control measures were adequate, checking back against the WorkSafeBC
publications where necessary. The additional controls that they agreed to introduce were
recorded.

Their record of the assessment is shown on the table on the next page.

The manager gave copies of the assessment to all staff members and the findings were
discussed at the next staff meeting. He decided that a review and update was to be
made annually or at any time when major changes to the workplace occurred.

Costs and time taken

* Preparation (obtain and read documentation) 3 person hrs

e Gathering information 3 person hrs

* Recording & considering further controls 2 person hrs

* 5 steps to risk assessment free publication
» Safety Inspections Reference Guide and Workbook free publication
* How to Implement a Formal OH&S Program on the web

Task Hazard Analysis Workbook— Revised November, 2012

nnnnnnnnnnnnnnnnnnnnnn
oooooooooooooo



5 steps

CASE STUDIES

Hazard Who might | Existing controls | Standard to be Future actions

be harmed? met

Fire

Bulk storage of
easily burned
materials.

Ignited through
electrical

fault, smoking
materials,
battery
recharging etc.
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Hazard Who might | Existing controls | Standard to be Future actions

be harmed? met

Operation of
Forklifts

Machinery
Shrink wrap
machine.

Conveyor belt
for unloading
trucks.

Traffic
movements
(inside &
outside)
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Hazard

Who might | Existing controls | Standard to be Future actions

be harmed? met

Manual
handling
Regular
movement
of cartons to
pallets.

Rolls of stretch
wrap, and flat
pallets.

Portable
electrical
equipment
Including
conveyor

& wrapper,
industrial
cleaner, kettle,
fridge, heater in
lunch room.

Falling objects
From racking
& during
movement.
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Hazard Who might | Existing controls | Standard to be Future actions

be harmed? met

Slips, trips &
falls

Hazardous
substances
Vehicle exhaust
fumes.

Bleach &
cleaning fluids

Recharging of
forklift batteries
— potential
explosion by
release of
hydrogen, spill
of acid
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Hazard Who might | Existing controls | Standard to be Future actions
be harmed? met

Lighting

Hygiene/

Comfort
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5 steps Case study: Risk assessment of a
case stuoes  Ml@asonry Contractor

Setting the scene

A two storey block of 16 apt is being built on a small lot off a quiet road. Overall
control of health and safety is in the hands of the general contractor who also has
responsibility for site security, all traffic movements on site and for determining, in
consultation with sub-contractors, the locations for delivery and storage of materials.

The general contractor gave prospective sub-contractors for the glass block contract

relevant information from the proposed health and safety plan. This included details

of the physical conditions on site and advised interested bidders that the principal

contractor would make arrangements for:

* providing scaffolding on-site;

* accepting deliveries of palletized glass blocks and ready mixed mortar;

* lifting the glass blocks onto the loading platforms using a fork-lift with trained
drivers;

* and ensuring the mortar is moved to the work areas by a forklift.

This allowed the bricklayers to plan for safety and included the cost of the necessary
protective measures in their bids. The principal contractor requested that outline
method statements be submitted with the tenders, and used these to assess the
competence of the masonry firms.

Visiting the site

The manager of the successful bricklaying firm visited the site before beginning work. He
examined the work area, access, and surrounding environment as well as other site activities.

Preparation

With this information, and his outline method statement, the manager was able to
prepare a detailed risk assessment. He followed the general approach adopted in the
5 steps booklet but modified the steps slightly since the assessment was carried out
before work began.

The manager began by referring to two WorkSafeBC publications, Construction
Compliance - Field Officer Guide and How fo Implement a Formal Occupational Health
and Safety Program. These publications provided extensive information on the probable
site hazards and standard safe working procedures. They also confirmed the approach he
had outlined in the method statement for dealing with a number of safety-related issues.

Task Hazard Analysis Workbook— Revised November, 2012

nnnnnnnnnnnnnnnnnnnnnn
oooooooooooooo



steps
5 p

CASE STUDIES

He worked his way systematically through the sections of the outline method statement
and, with the aid of WorkSafeBC’s publications, identified the significant hazards at
each stage of the job. Having visited the site he was aware of the location and of any
special features needing to be taken into account.

He then considered who might be harmed by the hazards identified. His earlier discussions
with the main contractor were very important here as he had to consider the safety of:

* other sub-contractors’ employees, delivery drivers;

* site visitors, members of the public; and

* his own workforce.

The manager then outlined what controls he planned to adopt. The information
provided in WorkSafeBC’s publications was very helpful in addition to his own
knowledge and that of the supervisor.

Completing the risk assessment

The manager recorded the particular hazards he had identified, the people at risk from
those hazards and the control measures he proposed to adopt. This risk assessment
enabled the manager to turn the outline method statement into a detailed statement.

The manager’s record of the assessment is shown on the table on the next page.

The manager gave copies of the assessment to the main contractor. They were also
issued to all members of the bricklaying team by their supervisor. He made sure they
were fully aware of all the workplace hazards and the controls to reduce the risk. Once
the work had begun, the assessment was reviewed by the manager to take into account
any change of circumstances encountered on-site.

Costs and time taken

The time taken by the manager in consultation with the supervisors to perform the risk assessment was:
* Preparation (obtain and read documentation) 3 person hrs

* Gathering information 1 person hrs

* Recording & considering further controls 3 person hrs

* 5 steps to risk assessment free publication

e How to Implement a Formal OH&S Program on the web

* Construction Compliance — Field Officer Guide on the web
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5 steps

CASE STUDIES

Hazard Who might be harmed? | Existing controls Standard to be met

Fall from a height

Falling Objects

Slips, trips & falls
Around the site

Manual handling
Glass blocks, mortar,
equipment movement
up & down ladders &
scaffolding.

Hazard to eyes
Cutting, drilling &
grinding.
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5 steps

CASE STUDIES

Hazard

Who might be harmed? | Existing controls Standard to be met

Mechanical
equipment

Cement mixer angle
grinder.

Noise

From use of
equipment e.g. angle
grinder.

Hand tools

Fire/explosion
From ignition of fuel
or trash

Hazardous substance
Mortar

Dust from angle
grinding.

Hygiene/comfort

WORKING TO MAKE A DIFFERENCE
worksafebc.com
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5 steps Case Study: Risk assessment for a
case stuoes  Landscape Company

Setting the scene

The company is an established family business of landscape gardeners who prepare
ground and maintain grass, plants, shrubs and trees for commercial clients. This
includes, for example, laying turf and planting shrubs surrounding newly-built dwellings
and maintaining the grass and grounds surrounding business premises.

The company is managed by two supervisors and employs 25 full-time staff. The
premises consist of an office and a secured compound used to store the landscaping
and gardening equipment including chemicals such as herbicides.

Since the work takes place in a variety of locations, it was necessary for the company
director to devise a generic assessment of the risks posed by the equipment and
substances used in the landscaping tasks.

Preparation

The assessment was carried out by one of the supervisors who followed the protocol

detailed in the 5 steps booklet. He had collected a range of documents to assist in this

process. These included:

* company accident/incident reports and first aid records;

* WorkSafeBC publication How fo Implement a Formal Occupational Health and
Safety Program;

* Operational and maintenance manuals from machinery manufacturers; and

* data sheets on safe use of pesticides etc from chemical suppliers.

The supervisor used the information in these documents to make a preliminary
checklist outlining the main hazards he would be likely to find and the associated
issues he would have to consider further.
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5 steps

CASE STUDIES

This was his list:

Hazard ‘ Issues to consider

Contact with buried services Discuss with utilities, locate accurately.

Mechanical Guarding, inspection & maintenance, training, personal
protective equipment.

Manual handling Heavy loads, lifting equipment, training.

Job design Repetitive task, frequency.

Hazardous substances Are existing chemicals necessary? Procedures for use,

personal protective equipment, training.

Storage and transport of fuel Small amounts, correct containers, safe work procedures
assess noise level, improve machinery, and isolate noisy

activities.
Noise Provide hearing protection.
Other Transport, welfare, comfort.

The supervisor also made a preliminary list identifying the people who might be
affected by hazards, as follows:

* employees; and

* members of the public

Visiting locations

Having completed his preparation, the supervisor continued the assessment by visiting

a number of contract locations. He did this so that he would be able to identify where

and how hazards arose in practice in the workplaces and how accidents could actually

occur. He:

* made sure he saw a representative range of different work activities;

* used the preliminary checklist to identify how and where hazards arose and the sort
of accidents that could occur and how severe it would be for those harmed;

* talked to employees to identify what they thought were the significant hazards;

* recorded evidence of the working practice in use to control the hazards.
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5 steps

CASE STUDIES

Completing the risk assessment

The supervisor used the information collected during the site visits to record the
particular hazards he had identified, the people at risk from those hazards and the
existing control measures.

By using the manufacturer’s manuals and the other trade information he then

judged whether the existing control measures for each hazard were adequate. He
identified additional control measures for some of the hazards and noted which could
be introduced now at minimal cost and those for which there would be a significant
expenditure. He wrote down any additional control measures required. The supervisor’s
record of the assessment is shown on the table on the next page.

The supervisor made sure that copies of the assessment were given to all staff and he
arranged a meeting to discuss the implications of any changes. As this was a generic
assessment, staff were reminded that they might have to tailor the assessment to fit the
actual conditions which would vary in practice from site to site. The supervisor decided
that a review and update should be made annually or at any time when major changes
to the work practices occurred.

Costs and time taken

* Preparation (obtain and read documentation) 3 person hrs
* (Gathering information 2 person hrs
* Visiting locations, conducting the assessment, & recording the results 6 person hrs

e 5 steps to risk assessment 3 person hrs
* Safety Inspections Reference Guide and Workbook free publication
* How to Implement a Formal OH&S Program on the web
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5 steps

CASE STUDIES

Hazard

Contact

with buried
underground
services

E.g. cutting live
electric cables.

Who might | Existing controls | Standard to be Future actions

be harmed? met

Mechanical
equipment
Mowers,
trimmers,
shredders,
chainsaw,
hedge clippers,
sprayers.

Falling objects
and objects
striking body
While using the
machinery &
when working
on construction
sites.

Noise
From machinery.

Hazardous
substances
Mixing & using
spill during
transport

Pesticides

(e.g. Round up,
Dextrone,
Checkmate
Fertilizers)

WORKING TO MAKE A DIFFERENCE
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5 steps

CASE STUDIES

Hazard Who might | Existing controls | Standard to be Future actions

be harmed? met

Storage & use
of gasoline

Manual
handling

Transport
Trucks to
machinery,
chemicals,
garden waste
etc.

Other
contractors’
vehicle

Welfare/
comfort

Task Hazard Analysis Workbook— Revised November, 2012
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Establishing Safe Work Procedures

When it has been determined that the hazards cannot be eliminated, safe work
procedures must be created, starting with the most hazardous task.

Procedures are instructions on how to perform a task. Steps involved in establishing
safe work procedures include:

Identifying the hazards

Gathering a team of very experienced, average and inexperienced workers and
supervisors to develop the procedures, to provide the knowledge and skills, to do the
work safely, and to identify the potential pitfalls

Capturing all existing manufacturer’s instructions and noting them down as safe
procedures if machinery is used

Having an average worker perform the task while everyone observes the actions
As a group, reviewing reports of previous incidents and determining why the
incidents happened

Deciding, as a team, which procedures provide the safest method for accomplishing
the task

Having the average worker perform the task again, to ensure the newly developed
procedures are safe

Documenting the procedures

Written Procedures

Written procedures must then be implemented and workers must be trained in the
practice of these procedures.

Task Hazard Analysis Workbook— Revised November, 2012
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Exercise 4:
Instructions —Develop Safe Work Procedures

This is a two part exercise.

1. Develop written procedures for hazards that have been identified for “Auto Service
Technician” using the Hazard Analysis Safe Work Procedures Worksheet on the next
page. For part one of this exercise, suggested answers are on pages 68 and 69.

2. Develop written procedures for hazards you have identified for your own job using
the Hazard Analysis Worksheet on pages 70 and 71.

Task Hazard Analysis Workbook— Revised November, 2012
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Hazard Analysis Safe Work Procedures Worksheet

Date: November 1, 2012
Duty: Perform Spring/Fall Service

Job: Auto Service Technician
Task: Change Tires

Elements ‘ Hazards ‘ Safe Work Procedures
1. Secure car 1. Car could shift while being worked on. 1.
2.
3.
2. Hoist car . Tools and other items could fall from the | 1.
hoist.
. Hoist could inadvertently come down. 2.
3. Remove wheel . Could experience sprains and strains 1.
cover and lug from over-reaching.
nuts . Wheel could fall off and hurt someone 2.
if not being held firmly in place while
removing nuts.
4. Remove wheel . Lifting tire could cause back/arm 1.
strains.
5. Remove old tire . Rapid deflation could cause dust to fly 1.
(summer tire) into eyes.
from wheel . Could pinch fingers when taking tire off | 2.
wheel.
3.
6. Install new tire . Could pinch fingers when placing new 1.
(snow tire) on tire on wheel.
wheel . Over-inflation could cause tire to 2.
explode.
7. Place wheel . Lifting tire could cause back/arm 1.
back on car strains.
8. Put lug nuts . Wheel could fall off and hurt someone 1.
back on and if not being held firmly in place while
tighten them tightening nuts.
9. Lower car . Tools could fall off hoist and hurt 1.
someone.
. Car could shift if there’s a sudden jerk 2.
when stopping.
10. Test drive . Wheel could fall off if not attached 1.
properly.

oooooooooooooooooooo
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Possible Answers (safe work procedures):

* Car could shift while being worked on
— Put gear shift in ‘park’
- Apply emergency brakes
— Shut engine off

* Tools and other items could fall from the hoist
— Remove tools and other items on the hoist before operating it

* Hoist could inadvertently come down
— Ensure controls are locked out

* Could experience sprains and strains from over- reaching
— Place hoist at correct height to avoid over-reaching and twisting

* Wheel could fall off and hurt someone if not being held firmly in place while
removing nuts
— Maintain pressure on wheel while removing nuts

 Lifting tire could cause back/arm strains
— Apply proper lifting procedures when handling tire

* Rapid deflation could cause dust to fly into eyes
- Keep eyes away from valve when deflating tire and wear goggles

* Could pinch fingers when taking tire off wheel
- Keep fingers out of pinch point when loosening deflated tire from wheel

* Could pinch fingers when placing new tire on wheel
- Keep fingers out of pinch point when placing new tire on wheel

68 Task Hazard Analysis Workbook— Revised November, 2012
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* Over inflation could cause tire to explode
— Set air pressure to appropriate level and watch to ensure that it cuts off at
the right point

e Wheel could fall off and hurt someone if not being held firmly in place while
tightening nuts
— Maintain pressure on wheel until at least one nut is on by a few threads

* Tools could fall off hoist and hurt someone
— Remove tools and any other items on the hoist before operating it

* Car could shift if there’s a sudden jerk when stopping
- Lower car slowly

* Wheel could fall off if not attached properly
— Start off by driving slowly, and then increase speed to ensure wheels have
been attached securely

Task Hazard Analysis Workbook— Revised November, 2012
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Hazard Analysis Safe Work Procedures Worksheet

Elements ‘ Hazards ‘ Safe Work Procedures
# |1 1.
2
3.
2. 1
2.
3.
3. 1
2.
3.
4, 1
2.
3.
5. 1
2.
3.
# 1 1
2.
3.
2. 1
2.
3.
3. 1
2.
3.
4, 1
2.
3.
5. 1
2.
3.
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Hazard Analysis Safe Work Procedures Worksheet

Date: Job:

Duty: Task:
Elements ‘ Hazards ‘ Safe Work Procedures
# 1. 1.

2.

3.

2. 1.
2.

3.

3. 1.
2.

3.

4, 1.
2.

3.

5. 1.
2.

3.

# 1 1.
2.

3.

2. 1.
2.

3.

3. 1.
2.

3.

4, 1.
2.

3.

5. 1.
2.

3
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Sample Hazard Analysis Safe Work Procedures Worksheet

Date: October 31, 2012
Duty: Perform Spring/Fall Service

Job: Auto Service Technician
Task: Change Tires

Elements ‘ Hazards ‘ Safe Work Procedures
1. Secure car 1. Car could shift while being worked on. | 1. Put gear shift in ‘park’.

2. Apply emergency brakes.

3. Shut engine off.

2. Hoist car . Tools and other items could fall from 1. Remove tools and items on the

the hoist. hoist before operating it.
. Hoist could inadvertently come down. | 2. Ensure safety dogs are engaged.

3. Remove wheel . Could experience sprains and strains 1. Place hoist at correct height to avoid
cover and lug from over-reaching. over- reaching.
nuts . Wheel could fall off and hurt someone | 2. Maintain pressure on wheel while

if not being held firmly in place while removing nuts.
removing nuts.

4. Remove wheel . Lifting tire could cause back/arm 1. Apply proper lifting procedures

strains. when handling wheel.

5. Remove old tire . Rapid deflation could cause dust to fly | 1. Keep eyes away from valve when
(summer tire) into eyes. deflating tire.
from wheel . Could pinch fingers when taking tire 2. Wear goggles.

off wheel. 3. Keep fingers out of pinch point when
loosening deflated tire from wheel.

6. Install new tire . Could pinch fingers when placing new | 1. Keep fingers out of pinch point
(snow tire) on tire on wheel. when placing new tire on wheel.
wheel . Over-inflation could cause tire to 2. Set air pressure to appropriate level

explode. and watch to ensure that it cuts off
at the right point.

7. Place wheel . Lifting tire could cause back/arm 1. Apply proper lifting procedures
back on car strains. when handling wheel.

8. Put lug nuts . Wheel could fall off and hurt someone | 1. Maintain pressure on wheel until at
back on and if not being held firmly in place while least one nut is on by a few threads.
tighten them tightening nuts.

9. Lower car . Tools could fall off hoist and hurt 1. Always remove tools and any other

someone. items on the hoist before operating it.
. Car could shift if there’s a sudden jerk | 2. Lower car slowly.

when stopping.

10. Test drive

. Wheel could fall off if not attached

properly.

Start by driving slowly, and then
increase speed to ensure wheels
have been attached securely.
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Responsibilities of Employers, Supervisors,
and Workers

Everyone in an organization has the responsibility to ensure a safe working
environment. We will now take a look at the responsibilities of the key players with
regard to safe work procedures.

Everyone in an organization has the responsibility to ensure a safe working
environment. We will now take a look at the responsibilities of the key players with
regard to safe work procedures.

In order to maintain a safe working environment, everyone must accept responsibility
for his or her part in making it happen.

Each position has a safety responsibility associated with it.

What do you think the responsibilities are of the various staff members when it comes
to safe work procedures? Record answers in the space provided below.

Suggested answers on the next page.

Task Hazard Analysis Workbook— Revised November, 2012
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Suggested answers:
Employer
> Provide a safe working environment for every employee
> Develop and implement written safe work procedures
> Provide orientation and training for each employee
> Revise procedures that are ineffective

Supervisor

Assist in designing and developing safe work procedures

Ensure company safety policies are followed

Oversee to ensure procedures are being followed

Provide a safe working environment for every employee

Develop and implement written safe work procedures

Provide orientation and training for each employee

Revise procedures that are ineffective

Authorize changes in process, workplace design and/or equipment
Suggest required changes to employer

YYVYVYVYYVYYVYY

Worker

Assist in designing and developing safe work procedure
Ensure that safe work procedures are followed as documented
Apply safe practices at all times

Report unsafe environments

Watch out for the safety issue of others

A\l

>
>
>
>
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Summary & Review

1. Review key steps in the Hazard Analysis Process:
> Examine job components
> Prioritize Tasks with Hazards
> Assess Hazards and determine control measures
> Develop Safe Work Procedures

2. Relate the material in this workbook to the safety of your job.
> Are there current procedures in place for your own jobs?
> Do the procedures identify the safest method for performing the tasks?

Task Hazard Analysis Workbook— Revised November, 2012
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Notes
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Appendix 1: Answer Key

What are some other benefits of having safe work procedures?

* Show safety commitment from employers

* Provide employers with ‘as is” reference material in order to make changes to
processes that are not adequate

* Provide a consistent and safe way to do a job

* Provide a training tool for workers

* Provide a reference source for questions and for determining causes of accidents

What do you think are some of the other additional tasks associated with
Auto Service Technician’s duty of ‘performing Spring/Fall Service?

* Change tires * Check cooling system and top up fluid
* Check brakes and exhaust system * Check electrical system
* Check lights and windshield washer/ * Change oil

wiper * Write a report

The suggested order is as follows:

1. Change tires 5. Change oil

2. Check brakes and exhaust system 6. Check lights and windshield washer/
3. Check cooling system wiper

4. Check electrical system 7. Write a report

What are some other elements required for ‘Change Tires’?
Possible answers (elements):

* Secure car on hoist

* Hoist car

* Remove wheel cover & lug nuts
* Remove wheel

* Remove summer tire from wheel
* Install snow tire on wheel

* Place wheel back on car (studs)
e Put lug nuts back and tighten

* Lower car

* Test drive
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Appendix 2: Risk Assessment Tables

Case Study: Risk Assessment Table for an Auto Body Shop

Hazard Who might Existing controls | Standard to Future actions
be harmed? reached
Hazardous Employees Spray booths totally Exposure to Supervisor to
Substances working in the enclosed, general hazardous substances | monitor the use of
; spray booths. exhaust extraction minimized as required | personal protective
(i) Isocyanate ; , ; ,
Paints: in operation during by WHMIS. equipment by
’ spraying and baking. all body shop
Petroleum workers. Manager
based Spraying work only to introduce system
aints; : to record issue
p underta?ken by tra'/ned Firstly, prevent and inspection of
_ staff. Air-fed respirator, | o b ; .
thinners : posure by not using | personal protective
” disposable overalls. bstance or usin i
used in Gloves & safety boots o " using equipment.
spray booth worn ot all fimes. safer substitute,
Otherwise adequately
Sp (ay/ b ake booths control exposure.
maintained on regular .
basis by contract. Health surveillance
may be necessary.
Effectiveness of
control measures
Paints stored in should be monitored,
Employees separate room with and equipment
Storing & extraction system. maintained.
mixing paints Proprietary mixing
system used. WHMIS
Inventory kept. Colour-
coded metal drum
used for waste.
Health surveillance
carried out on body
shop staff.
Gloves worn when
. . handling fillers. During
(i) Handling Employees, grinding, local exhaust
of fillers, ticular!
dust from partictiarty used As above
grinding of f:;g hl?a(;)(/)"(}:/ s Full face mask & ’
fillers. gig%g%s%/gves & WHMIS applies.
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Hazard Who might Existing controls | Standard to Future actions

be harmed? reached

(iii) Cleaning All employees. Kept in small amounts. | WHMIS applies. As above.
solvents, Disposed of in colour-
engine oil. coded drums.

Gloves & overalls
used.

(iv) Car engine All employees WHMIS applies. Supervisor to
running Car exhaust attached periodically check
inside, toxic to extractor system carbon monoxide
exhaust when engine is levels in the
fumes e.g. running. workshop when
carbon engine running &
monoxide Extractor system extraction system

maintained & tested to operating
prevent leaks. .
All employees, Exposure to asbestos | No further action

(v) brake & particularly Proprietary drum must be minimized required.
clutch those involved cleaning equipment
linings & in the task. used.
discs (may ,
contain Dust removed with
asbestos). special vacuum

cleaner.
Overalls & respirator
worn. Overalls
cleaned by designated
contractor & not taken
home
Task Hazard Analysis Workbook— Revised November, 2012
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Hazard Who might Existing controls | Standard to Future actions

be harmed? reached

Fire All employees, Smoking prohibited in | Escape routes & fire- Manager to arrange

) visitors. all work areas. fighting equipment some training on

(i) Sparks & , o should be managed. use of extinguishers
dust from Fire alarms maintained | Saff should be trained | for al staff
grinding; & tested by mfg. in fire drill, fre-fighting
Welding; Extinguishers & good housekeeping.

provided & inspected | Minimize opportunities
under contract. for fire to occur.
Special fire exits not

needed as all work

areas have immediate

access to outside.

(ii) Use of All employees, Flammables Flammable No further action
flammable visitors. purchased in min. substances should be | required.
substances; quantities & stored stored separately in

in well ventilated secure well-ventilated
locations. Flammable environments.

liquid waste stored

away from main

building. Good

housekeeping

standards.

(i) Gasoline All employees Minimize likelihood of | No further action

fires visitors ' Fuel retriever used in gasoline spills required.
emptying vehicle fuel
tanks if necessary.
Component cleaning
in re-circulating
paraffin system.
; ; Prevent build-up of No further action
iv) Chargin All employees, ) .

™) batte%ieg; others. Operation carried out | explosive ATM. required.
build-up in a well-ventilated
hydrogen, area so the hydrogen
explosion. can disperse.

Trained to follow mfg.
recommendations.
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Hazard Who might Existing controls | Standard to Future actions
be harmed? reached
Electrical All employees, Testing carried Equipment must be No further action
equipment particularly out annually on all used & maintained to required.
Fixed equipment: from portable portable gquipment & | prevent danger.
range of portable eqqlpmeqt users trained to carry
appliances e.g. which is liable out visual checks
hand held lamps. fo damage. & report defects.
Installed equipment
receives regular
maintenance.
Falling objects Employees, Car lifts inspected Lifting equipment No further action
Car hoist failure. especially in & serviced every Six must be inspected required.
vehicle repair. months by insurers. every month by a
Jacks & axle stands competent person.
maintained on a
regular basis.
Car jack failure. Axle stands used after
lifting vehicle with
Jjack. Safe working
loads not exceeded.
Mechanical Employees. All mechanical Dangerous parts of No further action
equipment equipment checked mechanical equipment | required.
E.g. grinding before use & mysz‘ be provided
equipment. faults reported to with guards where
supervisor. Equipment | practicable.
not to be left running The equipment
unattended. must be adequately
Guarding provided. checked & maintained.
Protective equipment It should only be used
worn. by those with suitable
training.
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Hazard

Who might

be harmed?

Existing controls

Standard to
reached

Future actions

84

Operation of Drivers. All operators trained Lift truck must be No further action
forklift Other staff for use of the forklift. regularly maintained. required.
visitors Forklifts serviced Operators must be
requiarly & examined | {r@ined.
every Six months.
Stores organized to
enable forklifts to
load & unload safely
& pedestrians to pass
safely.
Flooring maintained to
reasonable standard.
Manual All employees, Fork-lift truck used Avoid the risk of injury | Manager to arrange
handling particularly to move materials by removing the need | manual handling
In the stores: those in the into store & take for manual handling training for the staff
movement 01" stores. components to or provide mechanical | in the store.
components. workshop. ais. More detailed
Manual handling still If risk cannot be assessment to be
required. avoided, a more carried out.
detailed assessment
may be needed.
Noise All employees, Hearing protection Exposure to noise Supervisors to
] ] particularly must be worn when must be assessed & monitor use of
Eagﬂcular'y in those involved | working with noisy controlled. hearing protection.
ody repair ; ; ;
wori. P with body work. | equipment e.g. air Where risk cannot be
saws adequately reduced,
hearing protection
should be provided.
Welding Employees A range of head & Exposure to radiation Screens to be
) performing the | body protection used must be prevented. provided to protect
Toxic fumes, task. depending on the type others from
sparks, arc flash. Others nearby, of welding operation. radiation.
Local exhaust WHMIS Arrange periodic
extraction (LEV) in testing of LEV.
place.
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Hazard Who might Existing controls | Standard to Future actions
be harmed? reached
Slips, trips & All employees. Good housekeeping Condition & type of Walkways & storage
falls at grade standards kept flooring, amount of areas designated by
through training & lighting & standard of | yellow lines.
monitoring. housekeeping should
Floors degreased be such to prevent
weekly. Absorbent injary.
granules & sawdust
put on spills as soon
as possible. Entrances
& exits maintained.
Compressed air | All employees. All employees trained | Equipment regularly No further action
(i) Explosion of in safe working maintained. required.
equipment, procedures.
tires,
(i) Injection of Air line has shut-off. Tires should be
air in the System inspected & handled with
body serviced every Six appropriate tools &
months. inflated to correct
pressure.
Accidental injection of
air or material must be
avoided
Waste Disposal | Allemployees, Materials disposed of | Other people (waste No further action
& others who in colour-coded waste | disposal personnel) required.
remove the bins. who may be affected
waste Waste removed by by the work activity
firm of specialist must be protected.
contractors.
Hand tools All employees Tool box provided for Hand tools must be Supervisor
correct storage when properly maintained to monitor
not in use. & only used for the maintenance & use.
Damaged tools appropriate job.
taken out of use
immediately.
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Hazard Who might Existing controls | Standard to Future actions
be harmed? reached
Hygiene & All employees. Heated kitchen area Adequate sanitary No further action
comfort provided. & washing facilities, required.
Washrooms available, | SUPPIy of drinking
and cleaned daily. water, rest facilities &
a place to dry, change
Locker room for & store clothes must
drying& storage of be supplied.
warm clothes & work .
clothing /equipment A/sg facilities for
provided. eating food so that
it does not become
Porg‘ab/e heag‘ers L{sed contaminated.
during the winter in )
the workshop. An adequate working
temperature should be
provided.
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Case Study: Risk Assessment Table in a Warehouse

Hazard Who might Existing controls | Standard to be Future actions
be harmed? met
Fire All employees, Building designed with | Escape routes & Discussions
Bulk storage of visitors. fire-resisting materials. | firefighting equipment | with insurer on
easily burned Exits & fire exits should be managed. the pmV/"s/'on ozf
materials. clearly marked. Staff should be trained (a)‘fj i?)%itfhzlz‘ ‘;:’r”g
Ignited through Fire extinguishers in fire drill, fire fighting -
lectrical located throuahout & good housekeeping. | @00rs linked to fire

electrical ocated throughou - - alarm are being
fault, Tc,mokmg warehouse. Minimize opportunities | ~onsidered.
materials, Access to all exits and for fire to occur.
battery fire extinguishers kept | Advice from the local
recharging etc. clear at all times. fire authority may be

Fire detection & alarm | "éeded depending on

system in place. the warehouse activity.

Fire evacuation

procedures displayed

at each fire alarm

point.

Maintenance contracts

for extinguishers

& detection/alarm

system.

Fire drill & training in

use of extinguishers

held once year.

Smoking prohibited in

the warehouse.

Cleaner ensures no

debris left around

warehouse.

All staff trained in

good housekeeping

during orientation
Operation of All employees, All operators trained Forklift regularly Operators to check
Forklifts visitors. to CSA Standard for maintained. forklifts each shift

the appropriate type of Operators must be every day before

forklift trained. starting.

Forklift serviced

regularly.

Trucks parked in

separate bay & locked

out when not in use.

Task Hazard Analysis Workbook— Revised November, 2012
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Hazard

Machinery

Shrink wrap
machine.

Conveyor belt
for unloading
trucks.

Who might
be harmed?

All employees.

Existing controls ‘

Only standard
palletized loads
wrapped.

Emergency stop
button provided.

Fixed guards on
moving parts.

Mechanical parts
maintained regularly.

Staff trained to use
correctly.

Guards provided for
moving parts.

Emergency stop
button provided.

Regular maintenance.

Standard to be
met

Dangerous parts of
mechanical equipment
must be provided

with guards where
practicable.

The equipment must
be adequately checked
& maintained, & used
by those with suitable
training.

Future actions

Area around
machine to be kept
unobstructed at

all times & to be
indicated by use

of markings in
fluorescent orange-
red.

Guard rails to be
installed to keep
non-users away
from conveyor
system.

Task Hazard Analysis Workbook— Revised November, 2012
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Hazard Who might | Existing controls | Standard to be Future actions
be harmed? met
Traffic All employees, Internal A safe system of traffic | Separate pedestrian
movements visitors. Walk ways and aisles management must entrance(s) with
(inside & of sufficient space be devised to allow protective barrier
outside) to enable fork-lifts to vehicles/pedestrians rail to be provided
load and unload from to move about safely. next to roller-shutter
the racking safely and doors.
allow safe passage Housekeeping
of pedestrians in the standards & floor
warehouse. condition to be
Access to warehouse covered by a
restricted to monthly inspection
employees. by manager and a
Floor condition brief record kept.
maintained on
areqgular basis,
housekeeping
standards maintained
by cleaner &
workforce.
Warning signs located
around the traffic
route.
External
Parking of cars & Worker overseeing
vans only allowed in reversing to be
marked spaces well given ‘high visibility’
away from external vest.
shipping & receiving
area.
Outside area gritted
when frosty, snow
cleared.
Reversing of delivery
van overseen by
warehouse worker.
Task Hazard Analysis Workbook— Revised November, 2012
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Hazard Who might Existing controls | Standard to be Future actions
be harmed? met
Manual All employees. Conveyor system Avoid the risk of injury | Manual handling
handling available to reduce by removing the need | training to be given
Regular manual handling of for manual handling to all warehouse
movement materials in & out of or provide mechanical | staff.
of cartons to delivery trucks. aids.
pallets.
Rolls of stretch A range of manual If risk cannot be More detailed
wrap, and flat handling tasks still avoided, a more manual handling
pallefs required detailed assessment, assessment to be
. as required. carried out.
Portable All employees Installed electrical Equipment must be Inspection and
electrical equipment receives used & maintained testing of portable
equipment regular maintenance. to prevent danger equipment to
Including e.g. visual checks by be arranged
conveyor users, periodic formal | & recorded by
& wrapper. inspection & testing manager.
industrial of equipment iable 0| 1raining for staff
cleaner, kettle, damage. to include visual
fridge, heater in checks of electrical
lunch room. equipment.
Falling objects All employees, Racking not modified The method of Head protection
From racking others. in any way by staff. storage & safe work signs posted at
& during Racking not prgqeq’ureg should . entrance into
movement. overloaded. minimize risk of falling | storage areas.
materials.

Staff to report any

damage to racking

immediately.

Defective pallets

removed from use

immediately.

Protective footwear

& hard hats used by

all entering storage

areas.

Protective gloves

provided to handle

pallets.

Task Hazard Analysis Workbook— Revised November, 2012
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Who might Existing controls | Standard to be Future actions
be harmed? met
Slips, trips & All employees, Quality of flooring Condition/type of Suitable spill kit to
falls others. maintained. flooring, amount of be made available
Al staff trained lighting & standard of | for liquid spills.
to maintain good housekeeping should
housekeeping be such to prevent
standards & ensure Injary.
stock does not project
into gangways.
Cleaner removes
packing debris daily
& tidies all areas of
warehouse.
Pallets stored safely in
designated area.
Hazardous All employees. No. of vehicles Exposure to Investigate
substances delivering materials hazardous substances | availability of safer
Vehicle exhaust is relatively low; this minimized as alternatives for
fumes. prevents build-up of required by WHMIS cleaner.
fumes. regulations.
Bleach & Cleaner. Cleaner made aware of | Firstly, prevent
cleaning fluids safe work procedures. | exposure by not
Rubber gloves used. | Using substance or
using safer substitute;
otherwise adequately
control exposure.
Health surveillance
necessary.
Effectiveness of
control measures
should be monitored,
& equipment
maintained.
Recharging of All employees. Batteries charged in Safe work procedures | Supervisor to
forklift batteries | ro4ift arivers. | designated bay thatis | must be followed to monitor to ensure
— potential well ventilated., prevent build-up of PPE (personal
explosion by Safe work procedures hydrogen or spil{ of protgct/ve o
release of . used which includes concentrated acid. equipment) is being
hydrogen, spill provision & use of worn.
of acid goggles & gloves.
Potential sources of
ignition controlled.
Task Hazard Analysis Workbook— Revised November, 2012
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Hazard Who might Existing controls | Standard to be Future actions
be harmed? met
Lighting All employees, Good quality lighting Adequate lighting No further action
visitors. provide throughout levels appropriate to required.
the warehouse. the activity should be
Cleaner checks provided.
that light units are
operating & replaced
by electrician when
necessary.
Floodlighting in the
external area.
Hygiene/comfort | Employees. Heated lunch room Adequate sanitary No further action
provided with hot & & washing facilities, required.
cold water and water supply of drinking
for beverages. water, rest facilities &
Area kept clean. a place to dry, change
) & store clothes must
Lockers available be supplied.
for employees’ .
belongings. Alsq facilities fqr
eating food which
Washrooms a short would otherwise
walk away, cleaned become contaminated
daily.
Task Hazard Analysis Workbook— Revised November, 2012
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Case Study: Risk Assessment Table of a Masonry Contractor

Hazard Who might be harmed? | Existing controls Standard to

reached

Fall from a height All workers using scaffolding Bricklayers’ supervisor Scaffolding must be

to check that scaffolding | designed, erected,
was erected to adequate | altered & dismantled
standards by qualified by competent workers
subcontractors & that under competent
inspections have been supervision.
carried out & recorded., ]
It must be suitable for

Scaffolding not to the work undertaken &
be interfered with or must be provided with
misused. adequate boarding, toe

_ boards & hand rails
Scaffolding not to
be overloaded or It must be provided
overcrowded with with adequate means of
people or objects. access.
Ladders to be in good
condition, adequately
secured (lashed) &
placed on firm surface.

Falling Objects All workers site visitors, Debris netting kept in First of all, avoid risk
members of the public in the position on scaffold. of injury by preventing
vicinity of scaffolding or of ) materials from falling,
unloading operations. Waste materials to then reduce remaining

be removed from risk with personal
scaffo/d{ng and place in protective equipment
waste bins
Hard hats and safety
boots to be worn at all
times.
Slips, trips & falls All workers Good housekeeping Surfaces to be kept
Around the site fo be maintained at all free of obstruction, so
times. far as is reasonably
] ) practicable.
Waste including bands
& pallet debris to be

disposed of in waste
bins.

Temporary storage
locations to be agreed
with site manager.
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Hazard Who might be harmed? | Existing controls Standard to
reached
Manual handling Bricklayers Manual handling hazards | Avoid risk of injury by
Glass bricks, mortar, fo be minimized by use removing the need for
equipment movement of mechanical aids. manual handling or
up and down ladders provide mechanical aids.
& scaffolding. .
As the risk cannot be
avoided, a more detailed
assessment is required.
Hazard to eyes Bricklayers. Eye protection to be Suitable eye protection
Cutting, drilling & worn when cutting, should be provided &
grinding. drilling & grinding glass worn to protect against
blocks. flying objects.
Mechanical Bricklayers & other workers in | All mechanical Dangerous parts of
equipment the vicinity. equipment to be mechanical plant &
Cement mixer angle checked daily & defects | machinery must be
grinder. reported to the site provided with guards
supervisor. where practicable.
Mechanical equipment Mechanical equipment
not to be left running must be adequately
unattended. checked & maintained.
Cement mixer to be
located on firm level
ground.
Guards to be in place
during operation.
Noise Those using the equipment Noise suppressed Exposure to noise
From use of equipment to be used must be assessed &
equipment e.g. angle where available controlled.
grinder. ) ) )
Hearing protection Where risk cannot be
available for use with eliminated hearing
equipment. protection should be
provided.
Hand tools Brick layers Damaged tools to Hand tools must be
be taken out of use properly maintained
immediately. & only used for the
appropriate job.
Task Hazard Analysis Workbook— Revised November, 2012
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Hazard

Fire/explosion
From ignition of fuel
or trash

Who might be harmed?

All workers in the vicinity.

Existing controls

Diesel fuel & gas to

be held in minimum
quantities & stored

in lockable cage with
appropriate fire hazard
sign affixed,

Suitable fire extinguisher
to be kept in vicinity.

Standard to
reached

Minimize opportunities
for fire to oceur.

propane gas heater
& hot & cold water to
be provided. Portable
toilets, provided by
general contract.

Good housekeeping
to be monitored by
supervisor.
Hazardous substance | Brick layers Data sheet for mortar to | Exposure to hazardous
Mortar be made available to all substances minimized
) workers. as required by WHMIS
Dgst from angle Brick layers ' . regulations.
grinding. Direct skin contact to
be avoided, gloves to Firstly, prevent exposure
be used when handling by not using substance
mortar or using safer substitute;
otherwise adequately
E){posure fo be treated control exposure.
with soap/water or
eyewash. Health surveillance may
be necessary.
Dust mask & eye
protection to be worn Effectiveness of control
when angle grinder in measures should be
use. monitored, & equipment
o maintained.
Grinding wheels to be
changed & set by trained
operatives only. Situation
to be kept under review
in case new hazardous
substances are
introduced on site.
Hygiene/comfort Brick layers Mobile lunch room with | Adequate sanitary &

washing facilities, supply
of drinking water, rest
facilities.

WORKING TO MAKE A DIFFERENCE
worksafebc.com

Task Hazard Analysis Workbook— Revised November, 2012

95



Case Study: Risk Assessment Table for Landscape/gardening

Hazard

Who might

be harmed?

Existing controls

S ETDET R
reached

Future actions

Contact Employees. Consultation with client, | Safe work procedures Company to
with buried public utilities & other required to avoid purchase a cable
underground contractors to identify striking underground detector & arrange
services location of buried services, by detecting for training of staff.
E.g. cutting live services. services, safe digging
electric cables. Secure permit-to-dig practice.
where required.
Mechanical Employees Equipment operated Dangerous parts of Users to be trained
equipment (contact with only by authorized mechanical plant & to report faults
Mowers, moving parts). trained personnel. machinery must be immediately.
"I:m';‘:’s’ Guards provided by provided with uaras | gypervisor to monitor
:h;?ns :‘:’s, machine suppliers. where practicable. the wearing of ppe.
hedge cliopers A range of personal Mechanical equipment | Formal check of
ge clippers, ; : must be adequatel : :
sprayers. protective equipment quately machine guarding to
(0pe). checked & maintained. | pa carried out
Equipment reqularl Operated by those
m?ainl;ained b};q conti/act. with suitable training
& wearing appropriate
ppe.
Falling objects Employees, Employees wear ppe Head & foot protection | Supervisor to monitor
and objects others. particularly hard hats required as necessary. | the wearing of ppe.
striking body & safety foot wear.
While using the Work area cordoned
machinery & off & signed to keep
when working members of the public
on construction away.
sites.
Noise Those using the | Hearing protection Exposure to noise Supervisor to monitor
From machinery. | machinery. worn when working must be assessed and | the wearing of ppe
with some machinery. controlled.
Where risk cannot be
eliminated, hearing
protection should be
provided.

Task Hazard Analysis Workbook— Revised November, 2012
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Hazard Who might | Existing controls | Standard to Future actions
be harmed? reached
Hazardous Employees, Pesticide applicator Exposure to hazardous | Review WHMIS
substances public certificate when substances minimized | assessments.
2/:)")'('”&% r%n;Sing required. as require by WHMIS. | |ntroduce safe
transport All users receive Firstly, prevent substitutes & gafe(
instruction in safe exposure by not means of application
vorkngpracioe§ | L0 e | T
o wearing of ppe :
Pesticides gorpp otherwise adequately
(6.9. Round up, Substances carried control exposure.
Dextrone, in minimal amounts
Checkmate in approved storage
Fertilizers) boxeslvessels. Effectiveness of control
measures should
be monitored, and
equipment maintained.
Storage & use Employees, Gasoline kept under No further action
of gasoline public. conditions specified required.
in the safe work
procedures.
Gasoline stored
& transported in
approved containers.
Manual Employees. Job rotation to ensure | Avoid risk of injury by | Request employees
handling no single employee removing the need for | to report to first aid
performs same manual handling or attendant if they
repetitive task all day. provided mechanical experience upper
All employees undergo handling aids. I/mb' pain who will
training in manual If the risk cannot decide if they need
handling. be avoided, a more to- refer them to
detailed assessment, is | medical aid.
required. Supervisor to review
manual-handling
assessments.
Task Hazard Analysis Workbook— Revised November, 2012
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Hazard Who might | Existing controls | Standard to Future actions
be harmed? reached
Transport Employees, Trucks only driven by Vehicles must be No further action
Trucks to others. authorized staff adequately maintained, | required.
machinery, & driven by trained
chemicals, operators.
garden waste etc. e
Oth Ensure other workers Obta{n high VISIb//lty
er ors’ have distinguishing clothing. Supervisor
contractors apparel. to monitor use.
vehicle
Welfare/ Employees. Depending on duration | Adequate sanitary No further action
comfort of the work, the & washing facilties, required.
Supervisor negotiates supply of drinking
the use of general water, rest facilities.
contractor facilties.
Task Hazard Analysis Workbook— Revised November, 2012
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Appendix 3:
Hazard Analysis Procedures Worksheet

Hazard Analysis Safe Work Procedures Worksheet

Date: Job:

Duty: Task:
Elements ‘ Hazards ‘ Safe Work Procedures
# 1. 1.

2.

3.

2. 1.
2.

3.

3. 1.
2.

3.

4. 1.
2.

3.

5. 1.
2.

3.

# 1. 1.
2.

3.

2. 1.
2.

3.

3. 1.
2.

3.

4, 1.
2.

3.

5. 1.
2.

3.
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Joint Occupational Health &
Safety Committee

Task Hazard Analysis

Task Hazard Analysis #1




WCB Claims Statistics

Injury ratec

o
o
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Number of claims first accepted
per 100 person-years of employment
(V)

(@)

O
o

2002 2003 2004 2005 2006 2007 2008 2009 2010 2071

Source: WCB Statistics 2011 — Annual Report Supplement

Task Hazard Analysis #2




WCB Claims Statistics

Chart 5-1 : Serious injury rates'? (number of serious injury claims per 100
person-years of WorkSafeBC-covered employment)

Injury rate and serious injury rate, 2002-2011

5
—e— Injury rate (number of
4 short-term disability claims
per 100 person-years of
; - - employment)
\ ==#==+ Serious injury rate (number
——————* of serious injury claims
? per 100 person-years of
employment)
1 R R TR SRR SRRl Dbl S TP
0

2002 2003 2004 2005 2006 2007 2008 2009 2010 200171
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Learning Objectives

At the end of this lesson, participants will be able to:

Define Task Hazard Analysis

Explain what hazard analysis is and describe the process
Define Hazard & Risk

Apply the 5 Step Model to Risk Assessment using case studies
Explain the relationship between Job, Duty, Task, and Element
State the steps involved in developing safe work procedures
Explain the Hierarchy of Hazard Control

Analyze a job task, identify related hazards, and develop safe
work procedures to address hazards that cannot be eliminated

V VV V V V V V
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Agenda

» Hazard Analysis — An Overview

» The 5 Step Model to Risk Assessment
» Examining the Job

» Analyzing Hazards

» Establishing Safe Work Procedures

» Summary
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Hazard Analysis Process

Examine the job and determine the
components

dentify tasks likely to present hazards
dentify and assess hazards
Determine and devise control measures

Develop safe work procedures if hazards
cannot be eliminated
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Five Steps to Risk
Assessment

» Step 1 Identify the hazards
» Step 2 Decide who might be harmed and how

» Step 3 Evaluate the risks and decide on
precautions

» Step 4 Record your findings and implement
them

» Slep 5 Review your assessment and update if
necessary
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Step 1 - Identify The Hazards

» Look around your workplace
» Ask your co-workers

» Check out WorkSafeBC.com and other
OH&S websites

» Contact your association or union
» Check manufacturer instructions or MSDS
» Review accident and first aid records
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Step 2 - Who Might Be Harmed?

Be clear about who is at risk, for example;

» Workers with particular requirements

» Workers who are not in the workplace
regularly

» Members of the public
» Multiple employer or shared workplaces

Task Hazard Analysis




Step 3 - Evaluate the Risks

»Can the hazard be eliminated?

»|f not, can the risk be controlled by...

“susing less hazardous options?
‘*preventing access to the hazards
‘sreduction of exposure to the hazards
‘sreorganizing hazardous work activities
“*issuing and ensuring that PPE is worn
‘sprovision of other facilities

Task Hazard Analysis



Step 4 — Record and Implement

A sufficiently conducted risk assessment
should demonstrate that...

% an appropriate assessment was done

»» affected workers and others were consulted
* significant hazards were controlled

»* any remaining hazards are low risk

*» staff were involved in the process

¢ precautions are reasonable

Task Hazard Analysis



Step 5 — Review and Update

Review and update the assessment when ...

» New equipment, controlled substances or
procedures could lead to new hazards

» Workers spot problems not yet identified

» Reviewing accident investigations, near
misses and/or first aid records

» After significant changes

» At least annually

Task Hazard Analysis #12




Safe Work Procedures

» Benefits of Safe Work Procedures

& Helps to reduce the risk of injury or disease
L Shows safety commitment

& Reference for possible changes

U Consistent and safe way to do a job

U Training tool for workers

U Reference for accident investigations
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Job Hierarchy & Components
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Job Hierarchy & Component
Worksheet

Job Hierarchy and Component Worksheet

Date: Job:

Duty:

Task

Task Priority
Elements Elements Elements Elements Elements Elements Elements
1 1 1 1 1 1 1
2 2 2 2 2 2 2
3 3 3 3 3 3 3
4 4 4 4 4 4 4
5 5 5 5 5 5 5
6 6 6 6 6 6 6
7 7 7 7 7 7 7
8 8 8 8 8 8 8
9 9 9 9 9 9 9
10 10 10 10 10 10 10
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Job Hierarchy & Components

Job

Task

Ea =2 B
— L

Element Element Element Element
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ldentifying Hazardous Tasks

» Tasks with known or obvious hazards

» Tasks with high potential for serious injury
» Tasks with high accident or injury frequency
» New/changed tasks

» Tasks using new equipment

» Tasks performed infrequently

» Tasks which are repetitive
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Exercise #1
ldentifying Hazardous Tasks
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Sample Job Hierarchy and Components

Date: January 10, 2012

Duty: Perform Spring/Fall Service (Other Duties Include:

Perform Tune-up and Maintain Inventory)

Job: Auto Service Technician

Task Change Tires Change Qil Check Cooling Write a Report Check Electrical Check Lights and | Check Brakes &
System & Top up System windshield Exhaust System
Fluids washer/ wiper
Task Prionty 1 5 3 7 4 6 2
Elements Elements Elements Elements Elements Elements Elements
1 Secure Car 1 1 1 1 1
2 HoistCar 2 2 2 2 2
3. Remove wheel 3 3 3 3 3
cover & lug
nuts
4 Remove wheel |4 4 4 4 4 .
5 Removeold tire |5 5 5 5 5
from wheel
6 Install new tire 6 6 6 5] 6
on wheel
7 Place wheel 7 7 7 7 7
back on car
(studs)
8 Putlug nuts 8 8. 8 8 8
back and
tighten them
9 Lowercar 9. 9 2] 9 9
10 Test drive 10 10 10 10 10
Task Hazard Analysis #19
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Different Work Activities

but a common 3 stage approach

» Stage 1: Preparation
» Stage 2: Touring the workplace

» Stage 3. Completing the risk assessment

Task Hazard Analysis #21




Case Study 1:

Risk assessment for an office

»Preparation

» Tour of the office

»Completing the
risk assessment
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Exercise #3 - Group Work

Working through a case study
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Developing Safe Work
Procedures — Exercise 4

» |ldentify hazards

» Assemble expertise (knowledge & skills) in
safe task performance

» Review and analyze task-related accident
Investigation reports

» Document procedures
» Test new procedures and revise as needed
» Implement procedures

Task Hazard Analysis # 24




Module — Task Hazard Analysis — Facilitator Guide

DISCLAIMER

This instructional guide has been developed
by Certification Services, Worker & Employer
Services division of WorkSafeBC.

The material is designed for use by Joint
Health and Safety Committees. WorkSafeBC
IS not responsible for the results or

interpretations when the material is presented
through other sources.

If there is any conflict between information in
this material and the current Workers
Compensation Act, Occupational Health and
Safety Regulation and related policies, the
Act, the Regulation and policies shall take
precedence.

Developed by Certification Services,
Worker & Employer Services Division
WorkSafeBC
P.O. Box 5350
Vancouver, B.C. V6B 5L5

November, 2012 H‘
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