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Introduction

Job-related injuries and fatalities occur every day in the workplace. These injuries often occur because
employees have not been trained in the proper job procedures or how to effectively identify hazards in the
workplace. An accident prevention method that has been proven effective at identifying workplace hazards and
training employees in safer or more efficient work methods is a Job Safety Analysis (JSA) program.

A JSAis defined as a method or process for carefully studying and recording each step of a job, identifying
existing and potential job hazards (both safety and health), and determining the best way to perform the job or
to reduce or eliminate these hazards.

This manual is intended to assist safety coordinators, supervisors, and employees in the recognition and
control of workplace hazards. The appendices include the JSA PPIM, JSA Index, and the completed task or
equipment JSAs. The completed JSAs are available in binder and electronic format and are also available in
the following location (\\pdkbdata2k01\data\Highway Administration Safety\ Safety\JSA Program).

It is important to note that the JSA program is an ongoing and continual process. The completed JSAs are
living documents that require periodic review and updating. Also, the manual contains the JSAs that are
completed to date. Many JSAs will be needed to adequately cover the variety of job tasks and operations
within PennDOT.

The main point is that Job Safety Analysis prevents accidents by anticipating and eliminating hazards.
Benefits of a Job Safety Analysis (JSA)

There are many advantages and benefits to establishing a JSA program. Establishing proper job procedures is
only one of those benefits. Safe and more efficient job procedures can reduce costs resulting from employee
absenteeism and workers’ compensation and can often lead to increased productivity. Some of the additional
benefits of a comprehensive JSA program include the following:

» Eliminates or reduces the potential for injuries.

* Improves safety performance.

» Identifies overlooked or additional hazards.

* Involves numerous employees in the development and review process.
* Provides information to develop effective training programs.

*  Provides instruction to new employees on safe work procedures.

* Increases the safety awareness of experienced employees.

» |dentifies and reduces wasteful or risky steps/procedures.

*  Provides pre-job instruction for new or infrequently performed jobs.
» Allows for the review of job procedures after an accident occurs.

» Assists with compliance of regulatory standards.
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Using the JSA Effectively

When a JSA is distributed, the supervisor’s first responsibility is to explain its contents to employees and, if
necessary, provide additional employee training. The entire JSA must be reviewed with the affected employees
so they become aware of the basic job steps, recognize the hazards associated with the job, and are
instructed in the necessary precautions to avoid injury.

The supervisor should observe employees as they perform jobs for which an analysis has been developed.
The purpose of these observations is to determine if the employees are following the proper safe job
procedures and to provide instruction as necessary. The supervisor should prepare by reviewing the JSA to
keep in mind the key points to observe.

Many jobs are done infrequently and on an as-needed basis. Because these jobs are not performed on a
regular basis, employees will benefit from pre-job instruction to remind them of the hazards and the necessary
precautions. When using a JSA for a particular job, the supervisor should give this instruction at the time the
job is assigned.

When an incident results from failure to follow JSA procedures, the facts should be discussed with all
employees who participated in that job. The recommended actions or procedures that would have prevented
the accident should be emphasized during the review. In addition, close calls or near misses provide an
excellent opportunity to discuss the proper job procedures before an injury results from an unsafe condition.

The completed job related JSAs must be reviewed by the applicable employees at least annually. Additional
information regarding program responsibilities and utilization requirements is contained in Appendix A - JSA
PPIM 12-154.
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PENNDOT PPIM 12-154
NUMBER:
% PERSONNEL ISSUE Ve
[ INFORMATION DATE:
pennsylvania MEMORANDUM DATE: 12/17/12

SUBJECT: DISTRIBUTION:

Job Safety Analysis Executive Committee
Bureau Directors District
Executives

Assistant District Executives
District Human Resource OfficersCounty
Maintenance Managers

REFERENCES: BY DIRECTION OF:
® Publication 517 - Job Safety -y .
Analysis Manual X %Lw h]gﬂfjﬁ
Sheri Norris,vDirgc'tor Bureau of
Human Resources

Comments and Questions Regarding This PPIM Should Be Directed To:
Name: Employee Safety Division Phone: 717-787-3460

Policy

The Pennsylvania Department of Transportation is committed to enhancing employee safety and health
by providing a workplace free from recognized hazards.This policy establishes the processes and
procedures to identify hazards and controls through the use of Job Safety Analysis (JSA).

Purpose

The purpose of this PPIM is to effectively communicate to all Department employees the definitions,
program responsibilities, and requirements of the JSA Program. Job Safety Analysis is an integral and
proactive part of a continuous improvement process focused on improving employee safety and health.
The completed analyses resulting from this process identify the hazards and the current controls
necessary to perform those jobs safely.

Scope

This policy applies to all Department employees, including temporary employees, engaged in work
identified by this program. All work activities are potentially subject to the JSA process. However, the
completed JSA documents are not intended to supersede any established safety policies or other
Departmental safe standard operating procedures

Definiti

Control = A control is a device, procedure, or practice that reduces the likelihood that a hazard will
cause harm or that reduces the severity of the harm. Controls include eliminating the hazard,
substitution of materials or methods, engineering solutions, administrative procedures (e.g., training),
and Personal Protective Equipment (PPE).

A-1
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Hazard - A hazard is the potential for harm. In practical terms, a hazard often is associated with a condition
or activity that, if left uncontrolled, can result in an injury or illness.

Job Safety Analysis (JSA) - A method or process for carefully studying and recording each step of a job,
identifying existing and potential job hazards (both safety and health), and determining the best way to
perform the job or to reduce oreliminate these hazards. A JSA is also commonly referred to as a Job Hazard
Analysis (JHA).

Operation - A collection of work tasks or jobs.
Risk - Risk is the probability of a hazard resulting in an adverse event, injury, or illness.

Significant - A change in work is significant if additional tasks and/or new hazards have been introduced or
additional controls are necessary to control the hazards.

Task - A task is a separate element of work or a specific work assignment. The terms “job” and “task” are
commonly used interchangeably.

p R ibiliti

The most important person in the JSA process is the first line supervisor, who is in constant contact with
employees and familiar with the operational hazards in their respective area. Supervisors are in the best
position to recognize and correct unsafe acts and conditions as they occur.

All employees are expected to follow the guidelines provided within this document. Supervisors are
responsible for ensuring compliance with the policy, includinginitiating the disciplinary action process when
appropriate for employees not following the proper procedures.

A. Bureau of Human Resources (BHR)/Employee Safety Division

[y

Establishes and provides direction to the Districts and Central Office regarding JSA
development and assignments.

Maintains the JSA policy, publication, and related documents.

Provides technical guidance, training, and assistance to the Department.

Determines and prioritizes job tasks for JSA development based on accident/injury and
hazard analysis.

Provides review and approval on JSA job selection, development requests, and
completed drafts.

Ensures the overall program is evaluated annually for effectiveness and/or updates.

Develops and maintains the training curriculums for JSA development groups and
general awareness training.

N AW

B. District Executive/Bureau Director

1. Provides leadership in establishing and maintaining this policy and program.
2. Identifies and provides knowledgeable staff for use on JSA development or review teams
as needed.

3. Provide resources to the JSA work groups as necessary to carry out their assignments.
C. District Safety Coordinators

Provides technical guidance, training, and assistance at the District and County level.

Assists Managers, Supervisors, and employees in the development of JSAs as assigned
by the Bureau of Human Resources.

Schedules and facilitates the activities and meetings of the JSA development teams as
needed to accomplish assignments.

Coordinates or provides training to affected employees as outlined in this policy.
A-2
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Appendix A

Prepares the final draft JSAs for review by the JSA groups andother District/County
managers prior to submission to the Employee Safety Division.

D. Managers and Supervisors

© N o b WNE

Ensures JSAs are reviewed with affected employees at least annually.

Ensures employees perform work in accordance with the JSA.

Ensures employees are trained to complete their assigned tasks and trained in the tools
or equipment to be used in the completion of the task.

Utilizes the JSAs as outlined under the Requirements and Utilization section of this policy.

Ensures JSA acknowledgement sheets are signed by the affected employees, maintained,
and forwarded as appropriate.

Considers JSAs when evaluating safety performance during Employee Performance
Reviews (EPRSs).

Review completed/draft JSAs and provides feedback as requested.

Ensures that affected employees receive the necessary development or awareness
training.

Participates on the JSA development teams as requested or assigned

E. Employee

uhs wNue

Complies with all Department safety rules and regulations.
Reviews all job related JSAs at least annually.

Notifies the supervisor regarding any changes in the work process, identified hazards,
or controls.
Attends all necessary training or instruction.

Performs work in accordance with the JSA.

Program Management and Procedures

A. JSA Requirements and Utilization

Publication (Pub) 517 (JSA manual) is intended to be an integral tool in the performance of the
selected jobs or tasks. Due to this importance, Pub 517(which includes this PPIM and the relevant
JSAs) must be maintained at the applicable worksites and/or field operations (e.g. foreman’s crew
cab, stockpiles, garages, bridge inspection vans, construction offices, etc.)

In addition, all of the applicable JSAs shall be reviewed by the affected employees at least annually.
However, managers and supervisors are strongly encouraged to seek additional ways to
incorporate the JSAs into their routine activities. Additional opportunities for the utilization of JSAs
include, but are not limited to, the following:

Nk wWwNH

Initial training or job instruction for new employees.

Refresher or awareness training for existing employees.

Pre-job instruction for infrequent or non-routine jobs.

Pre-job safety talks or meetings.

Revisions to a JSA or changes in processes/equipment.

Assist with accident investigation or After Action Reviews (AAR).
Benchmarking and evaluating employee safety performance.
Incorporated into other required equipment or job training.

B. Job Selection

Ideally, a JSA should be conducted for all jobs in the workplace. In most cases, it is not
realistic to quickly develop all of the necessary JSAs. Prioritizing which jobs should be

A-3
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analyzed ensures that the most critical jobs are addressed first. Some of the main factors
considered when determining the JSA priority for jobs or equipment include:

Accident frequency and severity.

Accident potential.

Newly established jobs or processes.
Modified jobs or changes in equipment.
Infrequently performed or non-routine jobs.
Employee recommendations.

ounhkwnN=

C. JSA Development

The Bureau of Human Resources will establish and provide direction to the Department
regarding JSA development and assignments. The basic process to be used for developing
JSAs consists of the following:

1. Select/prioritize jobs and communicate JSA assignments.

2. Form JSA teams and select experienced and knowledgeable employees to participate.

3. Provide instruction to the JSA team members on the methods and techniques for
developing JSAs.

4., Observe the task and explain the purpose of your observations.

5. Define and record the sequential steps used to complete the job.

6. Review the steps with the observed employees for clarity and agreement.

7. Determine and evaluate the hazards associated with each job step.

8. If needed, observe the task a second time to focus on the potential hazards or conduct
additional research.

9. Schedule meetings with the JSA team as necessary to develop the recommended actions

and procedures to address each of the identified hazards.
10.Complete the JSA form and review it for completeness and accuracy.
11.Share the findings with knowledgeable employees and managers for feedback and
agreement.

12.Provide the completed draft JSA to the Employee Safety Division for final review,
approval, and distribution.

Department managers, supervisors, and members of the JSA teams may initiate or
recommend the development of additional JSAs. These additions or recommendations
should be based on current accidents/injuries, identified hazards, changes in equipment/
processes, or gaps in the JSA program. All requests should be initially forwarded to the
District Safety Coordinators for consideration and then forwarded to the Employee Safety
Division for review and approval.

Contact the District Safety Coordinator or Employee Safety Division if additional assistance
is needed or for issues requiring specific safety knowledge, training, or experience.

D. JSA Updating and Revisions

JSAs should be reviewed and updated on a regular basis and at least annually. Input from
managers, supervisors, and employees who regularly perform the job is essential for
maintaining accurate and effective JSAs. Any revisions or suggestions for improvement
should be forwarded to the District Safety Coordinator or Employee Safety Division for
consideration.

Additional events that could trigger a review of a JSA include the following:

e After a serious accident, injury, or work-related illness.
A-4
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. After a close call or near miss that could have resulted in a serious accident/injury.

e Any significant change to a job or process.

e« Significant changes to equipment, materials, or the environment. When equipment is
severely damaged.

Traini

Initial JSA awareness training will be provided to affected employees where identified tasks are covered
by a completed analysis. This training is intended to explain the purpose, application, and basic
requirements of the program. Retrainingmay be conducted when warranted by an accident or other
evidence identifies an employee’s lack of compliance with or understanding of the program.

Employees directly involved in the development of JSAs, as a result of assignments provided by the
Bureau of Human Resources, will be provided with initial training that focuses on the JSA development
process.

Employee reviews of JSAs should be recorded on the acknowledgement page of the JSA form.

These records should be maintained locally by the supervisor with copies forwarded to the
District or County office as appropriate.

Course registration in Training Partner is as follows:

78SAFE000010 - Job Safety Analysis Development Training
78SAFE000015 - Job Safety Analysis Awareness Training

A-5
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Completed JSA Index

Airless Paint Truck

Backhoe - General Operation

Backing- General Operation

Belt Loader - General Operation

Bridge Crane - General Operation

Bridge Deck Repair (Small Concrete Repairs) - General Procedures
Bridge Inspection - General Operation

Bridge Inspection Debris Removal

9. Bridge Replacement - General Procedures

10. Broom/Towable Broom - General Operation

11. Bucket Truck - General Operation

12. Chain Saw - Basic Operation

13. Crack and Joint Sealing- General Procedures

14. Cut-Off Saw - General Operation and Use

15. Dump Truck - General Operation and Use

16. Excavator (Track Hoe) - General Operation

17. Forklift - General Operation

18. Front End Loader — General Operation

19. Garage - General Tire Removal and Installation

20. Grader - General Operation

21. Guide Rail Removal & Installation

22. Hot Pour Mastics — General Procedures

23. Jackhammer - General Operation

24. Line Painting (Long) - General Operation

25. Lowboy — Loading/Unloading and Securing Equipment
26. QOil Distributor — General Operation

27. Patching — General Procedures

28. Paver — General Operation

29. Paving — General Procedures

30. Pipe Flushing — General Procedures

31. Pipe Replacement — General Procedures

32. Post Pounder (Truck Mounted) — General Operation
33. Roller (Ride-On) — General Operation

34. Scaffolding Erecting and Dismantling

35. Shoulder Cutting — General Procedure

36. Sign Installation (Ground Level) — General Operation
37. Skid Steer — General Operation

38. Stone Chipper — General Operation

39. Stone Chipping and Seal Coat — General Procedure
40. Tar Kettle — General Operation (Conveyor and Oven)
41. Welding and Cutting — General Procedure (Gas and Electric)
42. Widener — General Operation

43. Widening — General Procedure

44. Winter Maintenance - Clearing Auger Jams (Plow Operations)
45. Winter Maintenance - Snow Plowing

46. Wood Chipper — Chipping Brush

47. Work Zone Traffic Control - Mobile WZ Setup

48. Work Zone Traffic Control - Stationary WZ Setup

NGO RON -
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