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1.0 Job hazard analysis / Take 5 flowchart
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2.0 Objective

The objective of this procedure is to detail key steps in carrying out the Job Hazard Analysis or Take Five process.

3.0 When to complete a job hazard analysis

3.1 Take 5 or JHA?

The Take 5 process is used to identify and assess basic workplace hazards. Take 5 checklist pads are available to assist with this process. If the uncontrolled risk level for the task is ‘low’ then continue to use the Take 5 process.

If the Uncontrolled risk level is greater than Low, a JHA shall be prepared to identify and assess the hazard(s). These hazards require controls to be implemented to reduce the risk to an acceptable level.  Continue to use the Take 5 process to update the JHA throughout the job. 

Carry out a JHA if there is potential for: 

· the uncontrolled risk level is assessed to be greater than low

· work requiring a work permit.
4.0 High risk work at Hydro Tasmania

Anything that has the potential to cause harm constitutes what is high risk work at Hydro Tasmania. This includes but is not limited to the following:

· unprotected work within two metres of an un-guarded edge (an unguarded edge is where you can fall greater than 1.8 metres, or less if a fall risk exists) 

· working within the safe limits of approach of electricity (or having the potential to accidentally encroach on these limits)
· working with chemicals/oil

· working in and around fast moving or rotating plant

· working near fast flowing water

· working alone

· driving on remote roads and/or off road

· confined space

· asbestos work of any kind

· lead paint removal/disposal

· PCB’s (oil and cables)

· fault finding of any kind

· driving on snow and ice

· trash rack cleaning

· shot firing/ explosives work

· any diving operation

· working over seas

· operational earthing

· HV testing

· crane operations of any kind

· heavy transport 

· towing any load

· vegetation clearance, disturbance of fauna,  

· working in a World Heritage Area

· environmental impacts on or near waterways

· cultural/Aboriginal heritage 

· affects on generation of any kind

· stakeholder; e.g. community, planning and approvals 

· legal Permit requirements – building/planning/ACDC permits

Note:  High environmental risk requires an Environmental Impact Assessment (form EF203) which can be included as part of the JHA.

There are tools that help in assessing risk for Hydro sites; the Workplace Hazard Register located found in My Hydro - Hydrosafe - Hydrosafe Links, the Environmental Sustainability and Management System (ESMS) located at My Hydro – Environment - ESMS, and the Tasmania Map Viewer in My Hydro - I Need To - Application Links.

5.0 JHA approval

Record the name and date of the accountable person approving the JHA in the section provided on the JHA document.  

Line management approving of a high risk task (after control measures) shall place their name and position title in the approval section at the bottom of the worksheet.

5.1 Pre-prepared JHA’s

Where an existing JHA is supplied, the job steps and control measures shall be evaluated before commencing work e.g. at the pre-start meeting.  The JHA worksheet has a space to allow for the entry of additional/introduced hazards and risks and control measures that shall be applied throughout the job.

5.2 Standard or safe work instructions (SWI’s)

Standard work instructions are written instructions for tasks that outline the approved and preferred method of undertaking a task whilst emphasising ways to reduce any risk(s) of harm to people, property, environment or production.

These can include documents such as approved operational/environmental/safety procedures/plans and routine maintenance instructions or inspections. 
5.2.1 Standard work instructions should include:
· Referral to the risk assessment, including specific information regarding the hazards and associated risks of the task.
· Precautions to be undertaken before commencing the task.
· The environment where the task should be undertaken.
· Personal protective equipment to be worn while undertaking the task.
· Emergency procedures specific to task and reference personnel.
· Clear instructions for undertaking the task described in a safe manner.
· Specific instructions regarding ways of reducing the risks of the task.
· Instructions to ensure that the area is left safe for others to use.
· Correct waste disposal guidelines.

5.2.2 Standard work instructions must be:
· Reviewed, signed and dated by the line manager or production manager.
· Used as an integral part of the training process, but not as a replacement for training programs. Review of safe work instructions.
Safe work instructions for current (in use) machinery and equipment, processes or tasks should be reviewed:

· every time the job is undertaken (TAKE 5)

· when a process change or modification takes place
· when the information in document is found to be inadequate
· every 5 years
Safe work instructions for out-of-service machinery and equipment, processes or tasks should be reviewed before they return into general use.

6.0 Take 5 process

The key steps to the Take 5 process are as follows:

6.1 Step 1 - stop and look

· Plan and take the time to review the task with the work team.
6.2 Step 2 - think through the task – ‘have a clear plan in mind’
· correct tools?

· equipment locked out?

· pre-start checks done?

· nearby equipment/personnel/systems affected?

· is there a procedure for the task?

· am I competent to perform the task?

· enough information to do the task?

· do I have safe access/egress?

· is there an alternative safer method?

· enough people to perform the task?

6.3 Step 3 - identify the hazard 

· what is the risk level - low, med or high?

· is a JHA required? -yes if controlled risk is greater than low!

· continually monitor for changes and new hazards.
	Look close – danger zone
	Look wise
	Look for the hidden

	Manual handling
	Look above
	Products and chemicals

	Working at heights
	Look below
	Electricity

	Splashes and sprays
	Conflicting tasks
	Compressed air

	Moving parts
	Ignition sources
	Thermal – hot/cold

	Slips, trips and falls
	Escape routes
	Stored energy

	Isolation procedures
	Blocked access
	

	Pinch points
	Spills and leaks
	

	Vehicle traffic
	Mobile plant
	

	Wet materials
	Suspended loads - impact zones
	

	Electrical hazards
	People entering the area
	

	Head bump hazards
	
	


6.4 Step 4 - control and communicate – ‘make the changes’
· Are the hazards eliminated or controlled?

· Have potential problems discussed?

Following the hierarchy of controls

1. remove the hazard

2. substitute with a lesser hazard

3. isolate the hazard

4. engineering – scaffolding, ventilation, etc

5. administration – procedures, training, signs etc

6. use PPE

6.5 Step 5 - keep doing the job safely 

· Can this job continue safely?

· Continually monitor for changes and new hazards.
While performing the job:

· Continue to think about the task.
· Stay tuned for changes and new hazards.
· Keep thinking Take 5.
· Ask yourself ‘what could go wrong?’
· Intervene to stop any unsafe act you might identify.
· Continually monitor your own behaviour and the behaviour of others, including tasks within your vicinity other than your own.
7.0 Procedure for completing a job hazard analysis 

a. determine job steps

b. identify hazards

c. assess risk levels

d. identify control measures

e. re-assess risk levels

7.1 Determine job steps

· break job into basic steps

· each step should accomplish a specific outcome

· each step should be a natural progression onto the next 

· record steps in the Job Steps column of the JHA Worksheet - (in order that you will complete the steps) – see Appendix C
7.2 Describe the hazards and risks

Identify hazards and risks associated with each step taking into account:

7. Safety to people: 

· ‘No harm to anyone at any time’ personnel, visitors, contractors clients, contractors and members of the public.

8. Safety to plant and environment: 

· Safety of Hydro Tasmania generating assets and associated equipment.
· Safety to the environment including cultural heritage.

· Safety of Hydro Tasmania’s stakeholders and clients assets and environment.
9. Production and continuity of supply

· Hydro Tasmania electricity production and supply.
· Clients production and supply of product.
· Work hours and Billable hours of employees, clients and contractors. 

7.3 Assess the risk level

For each hazard assess the risk level by using the risk classification table.  Consider likelihood and consequences.

7.4 Identify risk control measures

· Elimination of the hazard shall be the first consideration in accordance with the ‘hierarchy of controls’.

· Control measures shall be applied to minimise risk to as low as reasonably practical

· Record these controls in the control measures column

7.5 Re-assess controlled risk levels

Re-assess risk level again using the risk classification table.  Re-evaluate residual risk to people in environment and production once control measures are all in place.

7.6 Hierarchy of controls
	Control
	Examples

	1.  Eliminate
	Repair damaged equipment; replace a chemical process with a mechanical or physical one.  If this is not practical then:

	2.  Substitute
	With a safer alternative.  Break larger loads into smaller, lighter loads; use a less toxic material.  If this is not practical, then:

	3.  Isolate
	Install barriers to restrict access to hazardous work areas, electrical isolation and permit systems.  If this is not practical, then:

	4.  Engineering
	Place a guard on dangerous parts; extract fumes, dust, use a lifting device to do all lifting in workplace.  If this is not practical, then:

	5.  Administrate
	Rotate jobs to reduce time spent on a single task, train staff in safe work procedures, documented procedures, rules.  If this is not practical, then:

	6.  PPE
	Use safety footwear, helmets, earmuffs etc.  These rely on appropriate human behaviour to minimise the risk


Note:  A combination of controls may be necessary to effectively control a risk

8.0 Controlled risk level action table
	Controlled Risk Level Action Table

	Level
	Low JHA
	Moderate JHA
	High JHA
	Extreme JHA

	1.
People

2.
Plant, Environment

3.
Production
	Proceed. Ensure identified control measures are applied as required
	(Competent) Accountable person approval required to proceed
	Do not proceed. Manager approval required
	Do not proceed. Responsible officer to address the problem


8.1 Risk classification method

8.1.1 Determine likelihood – what is the possibility of the event happening?
	Likelihood

	The probability that the identified consequence will occur, taking into account proximity and exposure to the hazard

	A. Almost certain
	The most likely and expected result.  Up to 1 in 10 chance.

	B. Likely
	Would not be unusual. Up to 1 in 100 chance.

	C. Possible
	Unusual but possible sequence or coincidence.  Up to a 1 in 1,000 chance.

	D. Unlikely
	Has happened somewhere. Up to a 1 in 10,000 chance.

	E. Rare
	Has never occurred after many years of exposure, but is conceivably possible. Up to a 1 in 100,000 chance.

	F. Extremely rare
	Has never happened before.  Up to a 1 in 1,000,000 chance.


8.1.2 Determine consequence – what will be the result if it happens

	CONSEQUENCE (impact) The most likely result of contact with the hazard

	Consequence (impact)
	Injury to people
	Environmental impact
	Financial loss
	Production loss on system or to client

	1.

Insignificant
	First-aid treatment - minor cuts, bruises, bumps
	Negligible or no environmental harm or environmental nuisance, e.g.

- contained oil spill <20 litres

- possible incidental and local impact on flora and fauna
	Up to $5k
	Level 1

	2.

Minor
	Medical treatment injury
	Material environmental harm or an environmental nuisance, but prosecution unlikely, local publicity only, local nuisance impacts on community, e.g.

- technical breaches of legal requirements regardless of harm or nuisance

- spills to waterways <200 litres where dispersal/cleanup is simple
	$5k - $50k
	Level 2

	3.

Moderate
	Serious injury - permanent disability, amputation
	Serious environmental harm, possible prosecution, local state publicity eg

- significant loss of oil (4000L to land, several 100L to water)

- ecosystem impact such as fish kill that requires follow up monitoring and recovery with expert input and control
	$50K - $500k
	Level 3

	4.

Major
	Fatality
	Serious environmental harm, prosecution probable, national publicity, reputation impacts, political and licence implications e.g. 

- Significant ecosystem impact with residual effects likely after follow up

- large loss to waterways eg 8,000 litres, esp. if drinking water affected
	Over $500K
	Level 4

	5.

Disaster
	2 - 4 fatalities
	Serious environmental harm, prosecution certain, severely affected reputation, international attention possible, probable licence restrictions e.g.

- loss of 20,000L oil to water, or to sensitive land area

- significant impact on regional ecosystem, with significant residual effects likely
	n/a
	n/a

	6.

Extreme
	5 or more fatalities
	Serious environmental harm, prosecution certain with jail terms, licence restrictions, severe reputation impact, international attention e.g.

- significant impact on regional ecosystem with eventual recovery impossible

- catastrophic dam failure
	n/a
	n/a


8.1.3 Risk level matrix
	JHA
	CONSEQUENCE (impact)

	LIKELIHOOD
	1

Insignificant
	2

Minor
	3

Moderate
	4

Major
	5

Disaster
	6

Extreme

	A.

Almost certain
	High
	High
	Extreme
	Extreme
	Extreme
	Extreme

	B.

Likely
	Moderate
	High
	High
	Extreme
	Extreme
	Extreme

	C.

Possible
	Low
	Moderate
	High
	High
	Extreme
	Extreme

	D.

Unlikely
	Low
	Moderate
	High
	High
	Extreme
	Extreme

	E.

Rare
	Low
	Low
	Moderate
	High
	High
	Extreme

	F.

Extremely rare
	Low
	Low
	Low
	Moderate
	Moderate
	High


9.0 Referenced documents 

AS/NZ 4360:  1999 – Risk Management

Workplace Health and Safety Act 1995

Workplace Health and Safety Regulations 1998

HydroSafe Policy

HydroSafe Procedure Take 5

Medical Disclosure and Authorisation Form

Job Hazard Analysis Worksheet template

Environmental Procedures (ESMS)

Hydro Tasmania Risk Register

Hydro Tasmania Map Viewer
10.0 Definitions

	Accountable person
	an individual, who assumes responsibility for the health and welfare of any other person in a workplace by providing instruction, direction, assistance, advice or service, is deemed an accountable person in accordance with the Workplace Health & Safety Regulations 1998. All management and supervisory staff (which include those with responsibility for students) are therefore considered ‘accountable persons’.

	Line manager
	an employee (Hydro Tasmania or contractor), who holds authority in a vertical 'line' (chain of command) and to who queries or approvals can be addressed. 

Examples:  A JHA with a controlled risk level of high requires approval by a line manager.

	
	

	
	

	
	

	
	

	
	

	
	

	
	


11.0 Revision history
	Revision

number
	Date approved
	Detailed revision description
	Document owner
	Document reviewer
	Document approver

	0
	1 Oct 2004
	Original document created.
	OH&S management team
	OH&S management review team
	OH&S management review team

	1
	27 March 2007
	Revision 1.
	Peter Collidge
	OH&S management review team
	OH&S management review team

	2
	Sept 2009
	Procedure revised and updated.
	Bruce Hill
	Field safety officers
	Mick Cuppari

	3
	1 July 2010
	Revised for environmental.
	Bruce Hill and Bev Armstrong
	Field safety and environmental officers
	Mick Cuppari

	4
	Dec 2010
	Critical procedure review update - supersedes document ID: DMS-73656

Reformatted.
	Mick Cuppari
	Critical procedure review team
	Evangelista Albertini

	4.1
	June 2011
	JHA template updated so JHA example updated to reflect minor changes – see Appendix C
	Mick Cuppari
	Bruce Hill
	Evangelista Albertini


Appendix A Generating business production consequence
	Level 1

Insignificant
	Level 2

Minor
	Level 3

Moderate
	Level 4

Major

	No machines or stations in this category during peak hours
	Potential loss of:

Butlers Gorge Stn

Catagunya M/C

Cluny Stn

Liapootah M/C

Paloona Stn

Repulse Stn

Rowallan Stn

Tarraleah M/C

Tods Corner

Trevallyn M/C

Tungatinah M/C

Wayatinah M/C
	Potential loss of:

Bastyn Stn

Catagunya Stn

Cethana Stn

Devils Gate Stn

Fisher Stn

Gordon M/C

Liapootah Stn

Lake Echo Stn

Lemonthyme Stn

Mackintosh Stn

Meadowbank Stn

Poatina M/C

Reece M/C

Tarraleah Stn

Trevallyn Stn

Tribute Stn

Tungatinah Stn

Wayatinah Stn

Wilmot Stn
	Potential loss of:

Gordon Stn

John Butters Stn

Poatina Stn

Reece Stn


Appendix B JHA assessment form
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JHA Assessment Form
To be completed by personnel required to complete a JHA

Name:. Assessed By Date:..

1. Identify 4 tasks which would require a JHA to be completed.

The task you are about to undertake has been assessed as having an uncontrolled risk level less
than low, do you need to complete a JHA? YES/NO

4. Using the likelihood, consequence and risk level tables on page 10 of the JHA Procedure. You have
carried out a risk assessment and assessed a hazard as:
o Possible to occur (c) and
o Aconsequence ranking of moderate (3)

What is the risk level? Low Moderate High Extreme

5. When identifying a risk control measure, number the following control measures in order of
preference from 1 to 6.

Eliminate.. .. PPE... .Administrative . .. Isolate . .Substitute . Engineering ...

6. Refer to Controlled Risk Level Action Table page 9
You have assessed a hazard as having a controlled risk level of high. Whose approval do you need before
you can proceed?

7. The task you are about to undertake has the risk of tripping out Repulse power station during the
market peak hrs ( 0700-2200).

What is the consequence ranking (see table on appendix c page 14) circle your answer
Insignificant Minor Moderate Major Disaster Extreme

8. The task you are about to undertake has the potential environmental risk of spilling more than 200
litres into a nearby waterway.

What is the consequence ranking for this?
Insignificant Miner Moderate Major Disaster Extreme

9. Finish the JHA attached and share your findings with the workgroup.

NGB! oottt ene ettt has been assessed as being competent /
requires follow-up ) to complete a JHA by:

Name: .

Return completed form to the Training Co-ordinator, Elizabeth Street, Hobart

Page 10f1





Appendix C Job hazard analysis worksheet (example)
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Task assigned


Take 5 carried out


Uncontrolled risk greater than low and/or requires a permit to work


Is there an approved JHA or Safe Work Instruction for the task


Prepare written J.H.A.


List  job steps on J.H.A. form under ‘key job steps’


Identify hazards with job and record on JHA form under ‘hazard risk description’


Continue with Take 5 process


Commence task and complete


Review


For each hazard evaluate uncontrolled risk level using risk matrix and record in JHA form


List control measures against hazard in eachJHA and consider heirarchy of controls


Evaluate controlled risk level and record in JHA


If relevant, person approves and individual signs J.H.A.


Obtain relevant work permits


Job commences


Continue hazard ID using Take 5


Job complete


Update J.H.A. or Safe Work Instruction and file


Yes


Yes


No


No



