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PURPOSE:

To develop a process to identify workplace activities and the risks associated with performing tasks

LEGISLATION:

OHSA S.25(2)(a)(h)

SCOPE:

Owner			Estimator			Visitors		Employees
Workers		Office Manager		H & S Coordinator	Supervisors                 President                    Sub Contractors  		Managers                   Service technician 
Apprentices		Journeymen		

DEFINITIONS:

Task Analysis is a method to determine where hazards exist at each step of a task and to determine what the best controls would be to prevent injury / illness to workers performing the task.

TA = Task Analysis

RATING SYSTEM:

High	those that have the potential for or actually cause loss of life, body part, and or extensive loss of structure, equipment or material
Medium	those that have the potential for or actually cause serious injury, illness or 			property damage
Low	those that have the potential for or actually cause non-disabling injury or non-disruptive property damage

Safe Work Practice (SWP): Series of general company guidelines of ‘Do’s and Don’ts’ for tasks. What SWP are not, are specific instructions for completing the task.  

Safe Job Procedure (SJP): Deals with specific job tasks and the steps that need to be followed to perform the task safely.

Form = SWP / SJP Form


POLICY:

If our Risk Assessment Policy identifies the key areas of risk in our workplace, why are we doing a task analysis policy?

In our Risk Assessment Policy, we have outlined where the high, medium and low risk for general activities and job-related hazards that take place in our workplace and have provided the Controls to prevent injury.  This is reflected in the Risk Assessment Form.

A task analysis breaks each job activity into a series of tasks.  Each task is then broken into consecutive small steps.  Each step is then assessed for the level of risk that comes with it.   

When reviewing the level of risk, we need to consider the existing and potential for issues where physical or psychological harm can come to a worker.

So why do a task analysis?  Along with the hazard identification aspect, the TA allows us to:

· Assist us to identify ‘what’ a learner of the task needs to know
· Simplify complex tasks so that the information is accessible to all workers
· Break complex tasks into bite-sized, easy to follow steps
· Provides an easy reference guide for workers so that the outcome is a reduction in injuries on the job
· Easy reference helps to guide workers 
· Develop SWPs / SJPs and are invaluable when training new employees and are a good tool for supervisors to use for oversight of site safety.  If employees are not following the general SWPs / SJPs, then supervisors can review (through training) them with the employees. If that outcome is not successful, then disciplinary action will be implemented.

When we look at task analysis, we need to review, identify and record hazards (existing and potential) that could occur by performing the task.  We need to look at the following and record them on the Task Analysis Form:

· Consider the main workplace activities 
· With the input of workers, make a list of the specific tasks that the worker needs to complete on a daily basis
· Be brief but be specific!
· Be clear that this is not a job performance review but is about ‘how’ the job is performed 
· Consider the job tasks that are required for each activity
· Remember: each specific activity is made up of a group of tasks
· Consider the hazards related to performing the task
· Think about the consequences if hazards are not controlled
· Rate the consequence:  probability, severity, frequency totalling the significance factor
· Determine, at a high level, the controls that could be used to prevent the consequence
· Timeline for completion:  set a deadline for when  the Safe Work Practice or Safe Job Procedure be developed
· Once this is completed, we will move to the next form to complete:  Safe Work Practice, Safe Job Procedure Form

COMPLETING THE SAFE WORK PRACTICE / SAFE JOB PROCEDURE FORM:

Safe Work Practice Portion of Form:

One of the easiest ways to prevent injury in the workplace is to establish Safe Work Practices (SWP).  They assist in controlling hazards and reduce the risk to employees.  SWPs are a series of general guidelines of ‘Do’s and Don’ts’ for tasks. What SWP are not, are specific instructions for completing the task.  The Safe Job Procedures deal with specific job tasks and the steps that need to be followed to perform the task safely. Both SWPs and procedures are written.

Safe Work Practices are not Safe Job Procedures.  Safe Job Procedures are a ‘step by step’ guide for performing the task.

· Name the Task 
· Reason: provide a purpose for completing the Form
· Hazards / Consequences:
· Identify hazards and consequences by reviewing:
· Biological:  insects, rodents
· Ergonomic:  repetitive work 
· Musculoskeletal Disorder:  potential to cause Musculo-skeletal Disorder (MSD)
· Chemical:  products used
· Psychosocial:  stress
· Physical:
· Use the WSIB Task analysis form as it identifies:
· Frequency
· Weights
· Duration
· Activity levels:
· Bending
· Walking
· Climbing
· Sitting
· Standing
· Balancing
· Reaching
· Parts of the body:
· Neck, shoulder
· Arm, wrist, hand, fingers
· Leg, hip, ankle, foot, toes
· Contributing factors:
· People
· Equipment:  machines, tools
· Materials
· Environmental:  dust, chemicals, radiation, welding rays, heat, or excessive noise, temperature
· Process
· Personal Protective Equipment:  What is required – select appropriate PPE
· List of ‘Do’s’ and ‘Don’ts’
· Positions of the body:  what parts are required and what are the weights or duration
· Work through the Hierarchy of Controls:
· Elimination
· Substitution
· Engineering
· Administrative
· PPE
· Make sure that the Controls fit the prevention of the hazard 

NOTE: for some steps there may be no hazard or control required!

Take into consideration:

· Guards
· Lockout procedures
· Other objects nearby – how close, 
· Flow of work organized and timely
· Ergonomic placement of other equipment that needs to be accessed
· Ergonomic placement of worker in relation to task
· How many pieces of equipment need to be accessed
· What needs to be lifted, how far, how heavy
· Get feedback from the person performing the task – ask them:
· Experienced an injury
· Experienced a near miss
· What did they do to avoid being hurt in the future

EXAMPLES OF TASKS TO CONSIDER:

· Ladder use
· Traffic plan
· Hot work
· Manual lifting
· Mechanical lifting
· Storing material
· Vehicle safety
· Lifting and hoisting
· Equipment / machinery
· Handling Designated substances
· How to trench / excavate
· And other items as determined through assessments

Safe Job Procedure Portion of Form:

While Safe Work Practices involve general safety information that assists in controlling hazards and reducing workplace injuries, Safe Job Procedures deal with the specifics of the job.

Safe Job Procedures (SJP) deal with specific job tasks and the steps that need to be followed to perform the task safely. Both Practices and Procedures are written.

Safe Job Procedures are a ‘step by step’ guide for performing the task. It is vitally important that those who perform the job task are familiar with, and follow, Safe Job Procedures.

When developing a SJP, employees must consider each step of the process to complete the task.  This is all about ‘how’ the work is performed.  Both management and employees must work together to complete the Safe Job Procedure section of the Form.

Employees and Supervisors must indicate:

· The ‘step by step’ tasks required to perform the task
· List specific hazards that may be encountered while performing the task, at each step
· Any specific controls/ equipment required to complete the task (i.e.: lock out)
· Each task should consist of a beginning, middle and end
· Consider the ‘essential duties’ of the task (i.e.: putting something on the left or right side of a desk doesn’t matter unless putting it on the right leads it to the next task and is more ergonomically suitable)


GENERAL:

· All aspects of the Form must be in writing – consider using pictures to illustrate tasks.
· Must be communicated to all workplace parties who perform the task.
· Must be relevant to the type of work that we do.
· Supervisors must ensure that Safe Work Practices and Procedures are followed in all workplace tasks, by all workplace parties performing those tasks.

MANAGEMENT:

· In addition to the TA Assessment Form, JHSC monthly inspections (including interviews and observations) will determine further SWPs / SJPs that must be developed
· Immediacy for development will be placed on:
· High risk activities first, followed by medium risk, followed by low risk
· If additional ones must be developed, the JHSC in combination with employees performing the task, will develop new ones.
· SWPs will be developed by the H & S Coordinator, in combination with JHSC members. 
· SWPs / SJPs will be:
· Developed by the input of all relevant workplace parties, especially those employees performing the task and those supervising the task.
· Reviewed prior to distribution by the JHSC.
· Any discrepancies in input will be discussed with those directly involved in performing the task.
· Developed using the Safe Work Practices / Safe Job Procedures Form
· New Forms will be distributed to all supervisors within 1 week of creation so that a Safety Talk can be delivered to all affected workplace parties within  a week
· Monthly JHSC workplace inspections will assist in the observation of the implementation of SWPs / SJPs
· We are using this Form as it conveniently combines both Practices and Procedures to make it easier for employees to review all relevant data in one location
· The Safe Work Practices/ Procedures Form will be kept by:
· H & S Coordinator in the Office
· Online on the website
· In order to ensure that the SWPs / SJPs are being followed, the following will take place:
· Supervisor must document that the SJPs are being followed by observing the SJP in practice
· All observations must be documented on the Workplace Inspection Form
· Furthermore, employees who are performing the task must be interviewed so that validation of understanding can be confirmed
· JHSC members can also perform monthly observations of employees following through on the SJP and must document findings
· If at any time a employee is not following a SJP, then the Supervisor will review / re-train the SJP with the employee immediately
· Further documented observation of the employee performing the task will take place to ensure that the SJP review was successful

COMMUNICATION OF THE FORM: 

Everyone must be aware that SWPs / SJPs have been established, must be implemented, are written and accessible, and must be followed to prevent injury.

All employees will be made aware of new or revised Forms through:  

· Site safety meetings
· JHSC Minutes
· Safety Talks
· Orientation – provide a copy to employee
· Workplace inspections by the JHSC
· Posting in conspicuous location near where the work is being performed
· If this is not feasible, then a copy is kept online on our website

ANNUAL REVIEW:

· An annual review of all SWPs / SJPs will take place by the JHSC at a JHSC meeting
· All reviews will be documented in the Minutes
· Incident investigations and injury reports will be reviewed to ensure that all hazardous tasks have:
· A Form developed
· That the SWP / SJP have the hazard(s) identified
· That all amendments are communicated in a timely basis
· The annual review will be documented by the JHSC
· Any amendments will be communicated within 1 week of development

ROLES AND RESPONSIBILITIES:

Senior management:
· Provide the time for the TA to be done

JHSC:
· Review the TA and sign off
· Assist with training workers on TA Form

Employees:

· Participate in completion of TA Form
· Use the SWP / SJP when performing tasks

COMMUNICATION:

Safety meeting & copies given to employees and kept on website

TRAINING:

· Those completing the TA Form will be provided with guidance and instruction on how to complete the Form
· Every employee performing the work will have the TA Form reviewed with them prior to performing the task
· Safety meeting

EVALUATION:
· Quiz

EFFECTIVENESS:

· Are tasks being performed as laid out on SWP /SJP?

FORMS:

Task analysis Form  of your choosing  -- if you use SWPs or SJPs, then this information should be reflected on those forms


REFERENCE MATERIAL:

IAPA  		Worksafe Alberta    		Alberta Construction Safety Association	

Health & Safety Government of Yukon	Construction Safety Association of Manitoba

Safe Work Manitoba				www.michigan.gov/miosha
https://elearningindustry.com		NOCTI
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