Overview for Completing a Job Hazard Analysis
A Job Hazard Analysis (JHA), sometimes referred to as a Job Safety Analysis (JSA), is a risk
assessment tool used to identify and control workplace hazards. A JHA breaks a job/task into distinct
steps for analysis. You identify hazards within each step and determine appropriate controls to
combat each hazard.

Follow these steps to develop a JHA:
•

Select a job

•

Break the job into a sequence of
steps

•

Identify potential hazards for
each job step

•

List the preventive measures or
hazard controls that address
each hazard

The term “job” or “task,” in the context of a JHA
program, represents a specific work assignment (it
does not refer to the occupation of the employees
at the worksite). For example, conduct a JHA on
the bench grinding operation, not the entire
machine operator profession.
There are many benefits to developing JHAs at
your worksite. It raises overall employee hazard
recognition and awareness, can identify previously
undetected hazards, and standardizes operations
based on acceptable safe practices. JHAs can
serve as a valuable tool for training new employees
to perform a job safely and promotes employee
acceptance of safe work procedures.

SELECT A JOB FOR JHA
Make a list of hazardous jobs at your organization. Prioritize the jobs for assessment. Consider these
factors when prioritizing which jobs to conduct a JHA on first:
• Accident frequency and severity
• Potential for severe injury or illness
• New or modified jobs that introduce new hazards, or where hazards are unknown
• Infrequent jobs where hazards are seldom encountered or unlikely to be identified
IDENTIFY THE JOB STEPS
After you select a job, break it down into steps. This part of the analysis is usually prepared by
watching the worker perform the job. The observers may include the immediate supervisor, another
worker, a safety committee member, and technical experts (e.g., engineers). You are less likely to
miss a key step in a job this way. You can also use technical guidance or site-specific procedures to
assist in identifying job steps.
The observed worker should be experienced and familiar with all parts of the job. To strengthen full
cooperation and participation, clearly explain the reason for the observation. Let the worker know you
are studying the job (not the individual) to make it safer through hazard identification and process
modification - the JHA is not an attempt to uncover individual unsafe acts! Their experience can be
important in making improvements. In addition, have the observed worker review the steps after the
observation to ensure they align with your observations.

www.smscx.org | smcx@ctc.com | 877-292-2880
Page 1 of 3

March 2017

Do not make the steps too general when you document them, thereby missing specific steps and
their associated hazards. On the other hand, if too detailed, you will have too many steps, becoming
cumbersome to employees. A good practice is to describe most jobs in less than ten steps. If more
steps are required, consider dividing the job into two segments, each with a separate JHA, or
combine some steps, where appropriate. Place the steps in the correct order, or sequence of work.
IDENTIFY POTENTIAL HAZARDS
Next, identify the potential hazards of each step. Based on job observations, knowledge of accident,
injury or illness history, and personal experience, list the things that could go wrong at each step.
Consider observing the job multiple times to assist in identifying hazards.
Examples of potential hazards may include:
• Struck by or against
• Caught on, in, or between
• Slips, trips, or falls
• Sharp objects

•
•
•
•

Confined spaces
Electrocution
Exposure to chemicals
Excessive noise

LIST PREVENTATIVE MEASURES AND HAZARD CONTROLS
After identifying hazards, list the preventive measures and controls for each recognized hazard. List
each control used to prevent employee exposure to each hazard. Be specific in listing the controls.
For example, describe the specific type of personal protective equipment (e.g., nitrile or butyl gloves,
or safety glasses versus goggles). Additionally, list whether the controls are required or
recommended.
If you identify a hazard that does not have a preventive measure or control currently in place, follow
your hazard reporting procedures to notify the appropriate personnel of the uncontrolled hazard. Be
sure to revise the JHA with any new hazard controls you implement.
UPON COMPLETION OF A DRAFT JHA
Once a JHA draft is complete, have it reviewed and approved by a member of the safety office prior
to workforce distribution. The safety office contains subject matter experts in hazard identification and
control. Most safety staff is familiar with JHAs or JSAs.
After approval, supervisors must communicate the results of JHAs to all employees who are, or will
be, performing the job. Use JHAs as a training tool, training current and new employees on safely
performing assigned jobs. Although not required, it is good practice to have all employees sign each
JHA to verify it was read and understood. If any employees participated in the development of a JHA,
include their name as a preparer or developer in the appropriate box; this documents employee
involvement.

www.smscx.org | smcx@ctc.com | 877-292-2880
Page 2 of 3

March 2017

ANNUAL JHA REVIEW
Finally, review each JHA annually. Many times, organizations redesign jobs and add or remove job
steps (and therefore, hazards). Typically, supervisors perform this review and seek safety office reapproval when changes occur. As a best practice, hold an annual JHA review session. Involve as
many employees as possible in the review to increase employee involvement and provide refresher
training. Document the completion of these reviews, and update the date on the JHA to reflect the
review, regardless of any changes.
The following image is an example of a JHA for office activities:

Image courtesy of the DoD SMCX

For additional information on the SMCX’s services, please visit the SMCX-hosted website at:
https://www.smscx.org/.
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