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	1. WORK PROJECT/ACTIVITY
	2. LOCATION
	3. UNIT

	AGENCY NAME
	Office Work/General Driving


	FPET Location
	Supervisor’s Office

	JOB HAZARD ANALYSIS (JHA)
	4. NAME OF ANALYST
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	6. DATE PREPARED

	References-FSH 6709.11 and -12
(Instructions on Reverse)
	PETL NAME
	PETL
	06/13/2013

	7. TASKS/PROCEDURES
	8. HAZARDS
	9. ABATEMENT ACTIONS
Engineering Controls * Substitution * Administrative Controls * PPE


	*Ergonomics


	Hands, Wrists


	Maintain proper work station setup and alignment with adequate illumination. Use adjustable chair and wrist/foot rests if necessary. Take frequent breaks from the computer. Practice stretching exercises and relaxing techniques.



	*Walking Surfaces


	Slips, Twists, Falls


	Keep individual work areas and storage clean, orderly, and free of tripping hazards. Use hand rails when going up or down stairways. Do not store boxes or equipment in the hallway areas.



	*Lifting


	Back Injury


	Ask for help if load is heavy. Do not try to lift or otherwise move material beyond ability; reduce weight of object by packing smaller parcels. Ask for the professional movers when necessary.



	*Material Storage


	Falling Objects and Fire Hazards


	Use suitable step, stool or ladder to avoid lifting above shoulder height. Do not store papers, books, or other items on heat registers.

	*Office Equipment


	Electrical Shock


	Avoid using extension cords in place of permanent wiring. Locate cords away from heat sources and protect from abraision, crushing or kinking. Disconnect cords only by pulling on the plug. Pull plug before working on any electrical machine. Do not touch appliances or machines while grounded or touching plumbing pipes or faucets.



	*Personal Security


	Violence


	If you plan to work after hours, let someone know your intentions. Park your vehicle where you can take advantage of the shortest route to and from the building. Sign in and out with the security officer.  Be aware of your surroundings.  Unless instructed, stay on main roads to avoid unknown and potentially unsafe areas.



	*Traveling on Official Business


	Stress and Fatigue


	Follow established work/rest guidelines. A 11.50 hour workday is the Maximum allowed for any activity of which only 10 hours may be spent driving. When driving, stop for a break at least every 2 hours.  

Be aware of animals on and in the vicinity of the road.  Elk, deer, and oryx may be encountered.



	*Driving


	Type of Vehicle, Training


	Select appropriate vehicle for work needs and location. Familiarize yourself with the vehicle and know where the controls are. Make the "circle of safety" check of vehicle condition. Review maps and plan route prior to beginning your trip.    Take a 4 hour Defensive Driving  refresher at least every 3 years. Report any accident (gov, leased or pov), regardless of dollar amount.



	*Driving


	Use of cell phones radios, eating or driving distracted


	Do not compromise yours or your passengers safety, even for a second – pull over and stop or have someone else drive. 



	*Driving


	Weather Conditions


	Changes in climatic conditions require adjusting to different weather situations. Do not drive in adverse weather conditions if the trip can be delayed. Avoid being rushed; you will need more time to prepare the vehicle and get to your destination. Remove all frost and snow prior to starting your trip. Make sure vents are clear of snow to provide adequate airflow for defrosting.

Due to dust on windshied, maintain washer fluid level and clean windshied frequently.  Looking into the sun with a dusty winshield can produce extreme glare.  Remove the dust with fluid and be conscious of buildup.



	*Field Work Driving


	Off Highway Driving


	Check with local unit or District as necessary prior to driving on mountain roads regarding logging traffic, and other items such as construction, washouts, blowdowns and closures. Proceed slowly around corners and drive on the right side. Be able to stop within 1/2 of viewing distance.



	*Driving Qualifications


	Skills 


	Drivers must have a valid state driver's license which meets the requirements for the equipment operated on Forest Service business. Supervisors shall review employees on a 4 year basis who drive light vehicles. Review shall be done on form R1-FS-7130-1. Any employees who are CDL certified shall have a review annually. Full time operators, operators of specialized equipment (examples-forklifts, trailer towing, ATVs, snowmobiles) and operators of vehicles over 10,000 GVWR shall have a government identification card with appropriate endorsements for equipment being operated.



	*Travel, Check-Out, Check-In


	Personal Safety


	When in travel status, leave an itinerary at the front desk or with your supervisor. Include destination, departure and return times and as appropriate a contact where your family or supervisor can reach you in case of an emergency.  There are certain situations when no one is expecting the employee to arrive on a specific schedule. When appropriate the employee should call back into the office to let folks know that the trip was completed as planned.


	Personal fitness and assignment awareness
	Personal safety
	Be aware of the hot and dry conditions.  Drink lots of water and be concious of personal health.  Keep cool and hydrated.

Be aware of tiredness as assignment lengthens.  Stop more frequently to rest if needed.  Maintain awareness of fire situation and know escape routes.  Be familiar with routes and villages.
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	 JHA Instructions (References-FSH 6709.11 and .12) 
The JHA shall identify the location of the work project or activity, the name of employee(s) involved in the process, the date(s) of acknowledgment, and the name of the appropriate line officer approving the JHA.  The line officer acknowledges that employees have read and understand the contents, have received the required training, and are qualified to perform the work project or activity. 
Blocks 1, 2, 3, 4, 5, and 6:  Self-explanatory.
Block 7:  Identify all tasks and procedures associated with the work project or activity that have potential to cause injury or illness to personnel and damage to property or material.  Include emergency evacuation procedures (EEP).
Block 8:  Identify all known or suspect hazards associated with each respective task/procedure listed in block 7.  For example:
a.  Research past accidents/incidents.
b.  Research the Health and Safety Code, FSH 6709.11 or other appropriate literature.
c.  Discuss the work project/activity with participants.
d.  Observe the work project/activity.
e.  A combination of the above.

	Emergency Evacuation Instructions (Reference FSH 6709.11)
Work supervisors and crew members are responsible for developing and discussing field emergency evacuation procedures (EEP) and alternatives  in the event a person(s) becomes seriously ill or injured at the worksite.
 Be prepared to provide the following information:
a.  Nature of the accident or injury (avoid using victim's name).
b.  Type of assistance needed, if any (ground, air, or water evacuation).
c.  Location of accident or injury, best access route into the worksite (road name/number),
     identifiable ground/air landmarks.   
d.  Radio frequencies.
e.  Contact person. 
f.   Local hazards to ground vehicles or aviation.
g.  Weather conditions (wind speed & direction, visibility, temperature).
h.  Topography. 
i.   Number of individuals to be transported.
j.   Estimated weight of individuals for air/water evacuation. 
The items listed above serve only as guidelines for the development of emergency evacuation procedures. 
JHA and Emergency Evacuation Procedures Acknowledgment

	Block 9:  Identify appropriate actions to reduce or eliminate the hazards identified in block 8.  Abatement measures listed below are in the order of the preferred abatement method:

	We, the undersigned work leader and crew members, acknowledge participation in the development of this JHA (as applicable) and accompanying emergency evacuation procedures.  We have thoroughly discussed and understand the provisions of each of these documents:

	a.  Engineering Controls (the most desirable method of  abatement).   
	
	
	
	
	

	 For example, ergonomically designed tools, equipment, and 
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	 furniture.

	
	
	
	
	

	b.  Substitution.  For example, switching to high flash point, non-toxic solvents.
	
	
	
	
	

	Work Leader
c.  Administrative Controls.  For example, limiting exposure by reducing the work schedule; establishing appropriate procedures and practices.
	
	
	
	
	

	d. PPE (least desirable method of abatement).  For example, using hearing 
     protection when working with or close to portable machines 
	
	
	
	
	

	(chain saws, rock drills, and portable water pumps).
	
	
	
	
	

	e. A combination of the above.
	
	
	
	
	

	Block 10:  The JHA must be reviewed and approved by a line officer.  Attach a 
	
	
	
	
	

	copy of the JHA as justification for purchase orders when procuring PPE.
	
	
	
	
	

	
	
	
	
	
	

	Blocks 11 and 12:  Self-explanatory.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


