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	DATE
	REVISION #
	APPROVED BY
	DESCRIIPTION

	7/26/2010
	1
	Ed Lewis
	Revised section 3.1 to include the following:
· Hazard identification process is used for routine and non routine jobs.

	7/26/2010
	1
	Ed Lewis
	Revised section 3.3 to include the following:
·  Verbiage on facility wide or area specific hazard analysis to be conducted using the JSA form.
· Verbiage on requiring employees and sub contractors to participate in PJB’s.
· Verbiage requiring hazards to be prioritized and addressed.
· Verbiage on how to document completion of mitigation 


	7/26/2010
	1
	Ed Lewis
	Revised section 4.0 to include the following:
· Review process to insure new hazards is not created by the mitigation of a hazard.

	7/26/2010
	1
	Ed Lewis
	Revised  section 7.0  to include the following:
· Employees are to be trained in the Hazard Identification process including the proper use and care of PPE.
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[bookmark: _Toc231794739]1.0		PURPOSE AND SCOPE
The purpose of this procedure is to address work environment related issues and ensure pre job briefings are identified and followed for each job/task performed by WW Gay personnel through the use of Pre Job Briefing Program.
This procedure covers all jobs and tasks performed by WW Gay personnel and subcontractors. It is used to identify the hazards associated with each job/task and utilize the pre job briefing form to protect personnel from these hazards. 
Any hazards or conditions that were not initially identified or occur after the pre job briefing form was issued will require the pre job briefing form to be updated.

[bookmark: _Toc231794740]2.0		RESPONSIBILITIES
[bookmark: _Toc231794741]2.1		Project Superintendent
The Project Superintendent is responsible for;
· Implementing and enforcing this procedure.
· Maintaining an environment that promotes active employee participation in the Pre-Job Briefing Program.
· Ensuring subcontractors are aware of the requirements of this procedure.
[bookmark: _Toc231794742]2.2		Safety Specialist
The Safety Specialist is responsible for;
· Auditing cancelled Pre-Job Briefing Forms for accuracy and completeness.
· Monitoring compliance with this procedure.
[bookmark: _Toc231794743]2.3		General Foreman
The Foreman is responsible for;
· Ensuring all personnel under their direction is familiar with the requirements of this procedure.
· Ensuring all personnel under their direction are familiar with, and capable of identifying, work task/condition changes requiring implementation of an updated Pre-Job briefing. 
· Determining hazard control measures and site conditions that must be met before any work can commence.
· Reviewing completed Pre-Job briefings.

[bookmark: _Toc231794744]2.4		Foreman
The Foreman is the individual assigned the work performing the task requiring a Pre-Job Briefing. The Foreman is responsible for;
· Completing the Pre-Job Briefing Form for the specified job task.
· Reviewing the performing a pre-job briefing with all personnel involved in the work task.
· Updating the pre job briefing form if hazards and/or conditions not originally identified develop during the job/task.

[bookmark: _Toc231794745]3.0		PRE-JOB BRIEFINGs
[bookmark: _Toc231794746]3.1		Daily Safety Briefing
WW Gay shall conduct daily Safety Briefings with all employees working on the project. The Foreman or his or her designee (Only if the Foreman is not onsite) shall conduct a safety briefing at the start of each work shift with their crews for all routine and non-routine activities as well as new processes, changes in operation or products or services.
This briefing shall consist of a concise discussion outlining the tasks to be performed during the work shift and shall provide information regarding;
· The work tasks scheduled to be undertaken during the shift.
· The hazards associated with specific scheduled work tasks.
· Special precautions associated with scheduled work tasks.
· Lockout/Tagout, Confined Space, Hot Work, and Critical Lift requirements associated with scheduled work tasks.
· Engineering controls, work practices, and personal protective equipment requirements required to be implemented and/or used for the scheduled work tasks.
Personnel assigned responsibility for specific work tasks shall complete Pre-Job Briefing Forms and conduct Briefing Reviews in accordance with this procedure for each task. 
[bookmark: _Toc231794747]3.2 	Task-Specific Pre-Job Briefing
All work being performed by WW Gay requires the implementation of a Pre-Job Briefing. Those tasks not covered in the Daily Safety Briefings require the initiation of a Task-Specific Pre-Job Briefing. Additionally, a Task Specific Pre-Job Briefing shall be completed for work involving significant changes in routine, including;
· Tasks that are complicated.
· Tasks that are particularly hazardous.
· Tasks involving hazards employees may not be expected to recognize.
· Tasks involving both plant personnel and/or subcontractor personnel.
Task-Specific Pre-Job Briefings shall be implemented in accordance with the following;
1) Before work begins, the Foreman shall obtain a Pre Job Briefing Form. 
2) The Foreman shall review the work task to determine all potential hazards, required equipment, required safety precautions, required personal protective equipment, and potential environmental exposures.
· If necessary, the Foreman shall obtain the assistance of the Customer Representative to ensure accuracy and completeness of the task review.
· The Requester may also perform, and/or reference a Job Safety Analysis in compliance with the Job Safety Analysis Procedure detailed below.
3) The Requester shall determine what, if any, additional Work Permits are required for the work task.
· If a LOTO is required, the LOTO must be completed prior to the start of the job/task. All aspects of the customers LOTO/WW Gay LOTO program must be adhered to. Whichever is more protective of workers. 
· If a confined space permit is required, the permit must be completed prior to the start of the job/task. All aspects of the customer’s Confined Space Permit Procedure/WW Gay Confined Space Permit Procedure must be adhered to. Whichever is more protective of workers. 
· If a hot work permit is required, the permit must be completed prior to the start of the job/task. All aspects of the customer’s Hot Work Permit Procedure/WW Gay Hot Work Procedure must be adhered to. Whichever is more protective of workers.
· If a Critical Lift is necessary, authorization must be received prior to the start of the job/task. All aspects of the customer’s Critical Lift Procedure/ WW Gay critical Lift Procedure must be adhered to. Whichever is more protective of workers.
[bookmark: _Toc231794748]3.3		Task Specific Job Safety Analysis (JSA)
The following procedure shall be implemented when employees and/or sub contractors are performing a facility wide, area specific, or task specific Job Safety Analysis;
1) The Foreman shall identify a specific work task as a high-hazard task and/or non-typical task requiring a task specific JSA implementation. 	
2) The Foreman shall select the JSA work team. 
3) The work team shall break the job down into individual components or task steps.
a. Some jobs may require separate JSA’s be developed for individual task steps.
4) The work team shall analyze each identified component/step to identify the potential hazards associated with each component or step.
a. Hazards are to be classified/prioritized and addressed based on the risk associated with the task / Risk analysis matrix outlining severity and probability.
5) The work team shall determine the measures to be implemented to eliminate and/or control identified hazards.
a. Measures shall be taken in the following order of priority;
i. Engineering controls
ii. Work Practices
iii. Personal Protective Equipment
b. All identified hazards must be addressed and documented as being mitigated by documenting completion on the Job Safety Analysis form. This can be accomplished through dedicated assignment, appropriate documentation of completion, and implemented controls.

[bookmark: _Toc231794749]4.0		Pre-Job Briefing Form
The Pre-Job Briefing form is only valid until the end of the job/task in which it was issued. 
· The Foreman shall complete the Pre-Job Briefing form with the following information; 
· Date
· Job name
· The job number if one is given one.
· The task number if one is given.
· Work Group. (Boiler Makers, Pipe Fitters, etc.)
· Start and Stop time.
· A description of the work and equipment involved.
· Supervisor, Fire Watch, Safety Watch,
· Under the section Work Activity Hazards, check all Hazards associated with the job/task.
· Under the section Particulate/Chemical Exposure Hazards, check all Chemical or particulate hazards associated with the job/task.
· Under the section Work Permits Required, check all permits that have to be issued prior to the start of the job/task.
· Under the section Specialized Procedures & Equipment, check all special safety procedures and equipment that workers must be trained in, and familiar with prior to the start up the job/task.
· Under the section Personnel Protection Devices, check all safety equipment needed on the job site prior to the start of the job/task.
· Under the section Emergency Action Plan, Write the emergency contact number and identify what phone or communication device will be used in the event emergency services are needed. Review the evacuation route and assembly area with the work crew. If a chemical is present in the work area, insure an MSDS for the chemical is available. If the task requires contact with the chemical review the MSDS with the work crew.
· Under the section Personal Protective Equipment Required for Task, check all protective equipment that must be worn while working on the job/task.
· The following section of the Pre-Job Briefing form is for a general Job Safety Analysis. This section will be completed with input from the work crew as follows;
· Under section A, give a brief description of each step of the job/task that the crew will be performing.
· Under section B, List the hazards that could be encountered during each step listed in section A.
· Under section C, List the barriers that are going to be incorporated in each step of the job to eliminate or mitigate the hazards listed in section B.
Following completion of the Pre-Job Briefing Form, the Foreman shall review the document with the work crew. This review will insure that new hazards are not derived from the corrective measures listed on the JSA section of the form. The Foreman will sign the permit authorizing the work to proceed by filling in the following under the Reviewed section.
· Time
· Foreman’s signature or their designee.

[bookmark: _Toc231794750]5.0		Briefing REVIEW
All personnel assigned to the work task shall be briefed by the Foreman on the work activity hazards, particulate/chemical exposure hazards, specialized procedures & equipment, required work permits, safety equipment being used, emergency action plan, and personal protective equipment, prior to starting the work task. All items noted on the Pre-Job Briefing Form shall be discussed and explained to the extent necessary to ensure all participants have a thorough knowledge and understanding of the hazards and safety requirements of the work task. Foreman will also insure workers have been trained in the procedures and equipment operation be used during this job/task.
The briefing shall be updated and/or reviewed under the following conditions;
· Personnel who have not participated in the original briefing are assigned to work on the job task
· The Supervisor or Requester has reason to believe the job hazards and/or conditions have changed
· Observation of personnel actions indicates personnel require review of the Pre-Job briefing 
All employees assigned to the work crew are to sign the Pre-Job Briefing form after they have reviewed the completed form with their Foreman.

[bookmark: _Toc231794751]6.0		De-Briefing
At the end of the job/task, a debriefing between the Foreman and the work crew assigned to the job/task shall be held. The de-briefing shall include a discussion of;
· All hazardous conditions encountered during the job
· Any changes to originally identified safety equipment, general precautions, and personal protective equipment that were required to be implemented during the job 
Any changes in hazards, work practices, and/or safety equipment identified and/or implemented during the job shall be noted. If no hazardous conditions were encountered, “No Additional Hazards encountered” shall be entered on the bottom of the Permit. 
All completed pre job briefing forms are to be returned to the General Foreman at the conclusion of the de-briefing. Completed and closed Pre-Job Briefing Forms shall be routed to the Safety Specialist for review and to be maintained on file for 3 months. 

[bookmark: _Toc231794752]7.0		TRAINING
All employees will be trained in the hazard identification process including the use and care of proper PPE.
Supervision and personnel required to develop and/or communicate Pre-Job Briefings shall be trained in;
· The scope and purpose of pre-job briefings.
· The recognition of common hazards associated with work tasks at job sites.
· Engineering controls, work practices, and personal protective equipment that may be implemented to eliminate and/or control common job hazards.
· The scope, purpose, use, and implementation of common work permits used at job sites, including; LOTO, Confined Space Entry, Hot Work, Critical Lifts.
· The completion of the WW Gay Pre-Job Briefing form.

Personnel required to develop JSA’s shall be trained in;
· The scope and purpose of JSA’s.
· Work task hazard analysis.
· Hazard mitigation methods, including the use and effectiveness of specific engineering controls, work practices and protective equipment.
· The development and documentation of JSA’s in accordance with this procedure.
Retraining shall be provided for each employee as necessary so that the employee maintains the understanding and knowledge acquired through the initial training.
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