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CORE REFRESHER 

HSE TOOL BOX 
HAZARDS & CHANGES IN THE WORKPLACE – JHA  (JSA/JSEA) & MOC 

YOUR INVOLVEMENT – A VITAL PART OF SAFETY 
As an affected employee, you may be asked to work with a supervisor or safety officer to help develop a complete 
list of actions and potential risks on a job that you are to perform.  Don’t be afraid to mention problem areas or 
questions you have about the work.  Your input can help develop a new written standard for operating 
procedures.  Some companies have work teams complete JHA’s or JSA/JSEA on every job or process and then 
use them as the guide for how to do the job.   
If you are not familiar with the host company’s procedures for JHA review, ask!  If you have input that you think may 
be valuable and contribute to the safety performance of a job, let your Supervisor know immediately.  To be 
effective JHA’s, (JSA/JSEA) must be reviewed often (in accordance with company and job requirements) with 
input from both Supervisors and workers who do the job every day.  Don’t be shy about putting in  your two-cents! 

 
JHA - JOB HAZARD ANALYSIS  (JSA/JSEA) 

The Job Hazard Analysis (JSA/JSEA) is: 
• A means of systematically identifying workplace hazards by separating jobs into a series of relatively simple steps, 

so that hazards and risks can be eliminated before accidents occur 
• A process for determining, discussing and documenting each step of a job by all involved, identifying the 

existing or potential hazards 
• A method used to determine the best way to perform the job to reduce or eliminate the hazards 

The JHA is an effective tool to be used for jobs that will take place even when a Work Permit is not required.   
Once the job to be analyzed is determined prepare a worksheet (most companies have a JHA/JSA/JSEA form):  
• Separate the job into basic steps 

o Each step should accurately describe what is done 
o List each activity in the order in which it is accomplished 
o Breakdown should not be too specific or too broad 
 

• Identify the potential hazards and risks associated with each step 
o List all possible hazards in each step (potential to cause harm to workers) 
o Pay attention to which are likely to occur most often vs. which are likely to cause the most serious injury 
o Start with basic accident types to determine if that problem has occurred or can occur in this type of job 
o Use knowledge of prior incidents, accidents from all involved 
 

• Control each hazard 
o Is there a less hazardous way to do the job? 
o Can physical conditions be changed? (tools, materials, equipment, site, etc.) 
o Can hazards be engineered out? (caution must be exercised to avoid creating new hazards or making the 

job too complex) 
o Can the job procedure be changed? (as above; don’t make the job more complicated or uncomfortable 

than necessary) 
o Can PPE be used? (this should always be the last consideration as it is better to control the hazards than 

depend on the use of PPE) 
Using the sequence of Basic Steps and Potential Hazards, decide what actions are necessary to eliminate, control, 
or minimize hazards that could lead to accidents, injuries, damage to the environment, or possible occupational 
illness.  Each safe job procedure or action must correspond to the job steps and identified hazards.  Some problems 
will be easily solved, others – such as engineering design – may be too costly to implement at once, and may be 
phased-in over a period of time or as new equipment is added. 



You should work closely with supervisors and safety officers to determine courses of action that will avoid 
project-specific problems that are outlined in a JSEA.  If a pre-job JSEA has concluded that there are 
special environmental precautions in effect at your worksite, the site-specific orientation should address 
these issues.  
 

 In an offshore environment, for example, special marine debris and waste handling education would be a 
necessary part of any safety training process.   
 

MANAGEMENT OF CHANGE (MOC) 
When do you need a MoC?  When: 

• retraining is required 
• a hazard changes 
• a new hazard is introduced into the workplace 
• new employees begin work or old employees leave 
• work begins in a new location 
• new equipment is brought in 
• new procedures are introduced 
• new software is added 
• new materials are used 

All of the above and many other situations may call for a Management of Change (MoC) procedure. 
Anytime there are changes in the workplace new hazards may unintentionally be introduced. MoC’s 
should be performed for both permanent & temporary changes BEFORE those changes are implemented.  
In fact, before considering a change for a worksite, it should be analyzed thoroughly in advance of any 
actual changes being made. Change analysis helps in heading off a problem before it develops. 
Any major change that may have significant impact on the safety aspects of a job should use the MoC 
process to identify those changes and their impact on the work process.   
 

The MoC process calls for: 
• Review (a JHA/JSA/JSEA could be used to identify and find problem areas), and 
• The appropriate approval to proceed, and 
• Implementation of change, and  
• Tracking of the change to ensure that no adverse effects result from the change. 

 

WORK PERMITS / PERMITS TO WORK 
 

WORK PERMITS  
Work permits are written authorizations that specify the location and type of work to be performed. It is 
much more than just permission to do certain work.  Each host company that your company works for will 
have its own formal work permit policy and process.  You should ask if you are unfamiliar with the 
host company’s procedures. 
A signed permit ensures that a qualified person has evaluated the hazards and risks, and taken the 
necessary protective measures to protect the workers.  The permitting process is a proactive strategy to 
reduce the number of incidents and accidents in the workplace. 
Examples of work permits are: 
1.  Lockout/Tagout - LOTO is required when we are working on equipment or process systems in order 

to prevent accidental or inadvertent energization.  {Lockout/Tagout discussed in detail in Section 15} 
 

2.  Confined Space - This refers to a space work area where there are limited openings for entry and exit 
and where there is unfavorable natural ventilation. The space may contain or produce air contaminants 
and is not designed for continuous employee occupancy. Examples of confined spaces are closed or 
open tanks, vessels, pits, tank cars, ducts, attics, cellars, storage tanks, tunnels, drilling mud reserve 



tanks, or water compartments. In addition to permits, OSHA requires employee training, the use of 
specialized equipment and PPE.  {Confined Space discussed in detail in Section 14} 

 

3.  Hot Work Permit - This is a permit that is required under any circumstance where an operation will, 
or could, create a fire hazard by creating an open flame or spark. Operations such as welding, cutting, 
grinding, and chipping may require hot work permits. Even a non-work related activity, such as 
cooking outside of a kitchen area on an offshore platform, may require a Hot Work permit.  The only 
time such permits are not necessary is if the fire-related activity (or potential fire hazard) is performed 
in a designated and approved safe hot work area.  {Hot Work discussed in detail in Section 17} 

 

4.  Barricading - This permit is generally required prior to blocking or obstructing a roadway or escape 
route.  Barricades are also the preferred way to limit employee exposure to fall hazards and otherwise 
dangerous areas.  Manholes, open hatches, loose gratings, platforms with open sides, and other 
miscellaneous floor and wall openings create hazards.  Always keep openings covered or place guards or 
barriers around them.  Every floor hole into which persons can accidentally walk must be guarded by 
either a railing with toe board, or a cover of standard strength and construction; if the cover is 
removed, the floor hole must be constantly attended by someone or must be protected by a removable 
standard railing. 

  One of the worst things that can happen when workers are working in an area below others is to have 
materials, equipment or personnel fall on them from above. Erecting barricades so that pedestrians and 
equipment operators are aware of work taking place below them will help reduce this hazard, as well 
as protecting other personnel from being injured by falling into the excavation or hole. 

 

5.  Utility hookup - This permit is required prior to connecting to any utility. For example, it is needed in 
order to insure that water volume and pressure is not reduced to below fire fighting requirements. 

 

The contributing factors of most accidents are thoughtlessness, inattention, haste, or lack of knowledge.  
By following the proper steps, receiving the proper training, using good judgment, following safety rules 
and being alert, accidents and potential injuries can be avoided.   
 

Each facility has its own formal work permit policy. It is your responsibility to know and follow it.  
This policy is there for your protection and the protection of your fellow workers.  Safety is a full-time 
responsibility. 
Let’s look at a typical work permit. (Next page – Confined Space Entry Permit)  As you can see it is a 
source of valuable information about PPE and safe work practices. The signed work permit also ensures 
that all affected parties are in the communication loop.   



JUNE - CORE REFRESHER SAFETY MEETING 

EMPLOYEE NAME (PRINT) : ____________________________ _____ DATE: __________ COMPANY NAME: ________________________________   
EMPLOYEE SIGNATURE:________________________________ MEETING GIVEN BY: __________________________________________ 

 
 
1. If during a task we feel that we are unsure of how to proceed or that something is not right or safe, the steps we need to 

take include:  
 A. Shut down the job and notify the Supervisor 
 B. Talk it over with co-workers and/or the Supervisor 
 C. Revise the JSA/JSEA or JHA for the task 
 D. All of the above 
 

2. JSA’s/JSEA’s separate a job into:  
 A. Its basic steps 
 B. Manageable size jobs for individuals 
 C. Each individual’s area of expertise 
 D. Supervisor’s duties and worker’s duties 

 
3. JSEA’s are JHA’s that evaluate both environmental and safety concerns at the jobsite. 

 A.  True B.  False 
 

4. JSEA’s can be done to determine if adequate safeguards are in place to prevent an environmental incident, discharge 
or other permit violation. 
 A.  True B.  False 

5. JSEA’s should take all pertinent environmental factors into consideration. 
 A.  True B.  False 

 
6. MoC stands for Management of Change and is an analysis of all past changes and their effect on management. 

 A.  True B.  False 
 
7. An example of an activity that might require a Work Permit is: 

 A. Confined Space Entry 
 B. Hot Work 
 C. Lockout/Tagout 
 D. All of the above 
 

8. Each company has its own work permitting process; it is only your supervisor’s responsibility to be familiar with, and 
follow the company program. 
 A.  True B.  False 
 

9. Work permits are written authorizations that may be required before certain jobs can be started. 
 A.  True B.  False 

 
10. A signed and completed work permit helps ensure that all affected parties are aware of the work hazards and are part of 

the communications loop. 
 A.  True B.  False 

 
 
 



 

Sign-In Sheet for Safe Operations Meeting       

                                

Date: Conducted By:  

 

Means to Verify Understanding:       □ Quiz        □ Q & A - Group Discussion        □ Hands On Demo 

 

Safety Topic(s) Covered:  PEC Core Refresher 6 – Hazards & Changes In the Workplace / JSA / MOC 

                     

 Name ( p r I n t ) Signature 
Employee # or Last 4 

digits of  SS # 

1.    

2.    

3.    

4.    

5.    

6.    

7.    

8.    

9.    

10.    

11.    

12.    

13.    

14.    

15.    

16.    

17.    

18.    

19.    

20.    

21.    

22.    

23.    

24.    

25.    

 


