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This document describes the steps to be taken to add an Individual Description of Work 
to a Job Hazards Analysis (JHA). 
 

Step 1: Log In
Step 2: Create a Draft JHA 
Step 3: Update Description of Work
Step 4: Create Hazards Profile
Step 5: Confirm Creation of JHA

 
Adding Description of Work to Individual JHAs Helpful Information 

 
STEP 1. Log In 
 

 
 
 

□ Log in to the EH&S Job Hazards 
Analysis (JHA) system at 
https://ehswprod.lbl.gov/ehstraini
ng/jha/login.aspx 

□ Use your LDAP username and 
password to log in to the system 

 

https://ehswprod.lbl.gov/ehstraining/jha/login.aspx
https://ehswprod.lbl.gov/ehstraining/jha/login.aspx
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Adding an Individual Description of Work to a JHA 
(continued) 

Helpful Information 

 
STEP 2. Create a Draft JHA 
 

 
 

 

□ Select “Take JHA” “Modify 
Existing JHA”.  

 [NOTE: Your Main Menu may look 
different depending upon your level 
of access to the JHA system.]  

□ Click through the “Select Work 
Location” screen until you see the 
first page. 
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Adding an Individual Description of Work to a JHA 
(continued) 

Helpful Information 

 
STEP 3. Update Description Of Work 
 

 
 

 

□ In this step you will update your 
Individual Description of Work. 
The first thing to do is to locate 
the Work Group Description(s) of 
Work to see what is already there. 

□ Next, scroll down on the JHA 
screen and find the box for the 
Individual Description of Work.  

o If some of your work is already 
described by Work Group(s), 
you should only include a 
description of that portion that 
is NOT included in the Work 
Groups.  

o If all of your work is already 
described by Work Group(s), 
enter “All work described by 
the Work Groups above” or 
similar here. 

□ Descriptions of Work must 
contain five elements: 

o Work Summary 
o Work Locations 
o Materials Used 
o Processes Employed 
o Equipment Used 
 
While the actual level of detail for 
each of these elements will vary 
depending upon the specific work 
described, all of the elements 
must be present and complete. 
There must be sufficient detail 
that the hazardous tasks can be 
determined by a trained 
individual. Contact your Division 
Safety Coordinator for assistance 
in developing this Description of 
Work. 

□ It may be easier to create this 
Description in a word processing 
document, discuss it with your 
Work Lead and get his/her input, 
and then paste it into the JHA 
system. 
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Adding an Individual Description of Work to a JHA 
(continued) 

Helpful Information 

 
STEP 4. Create Hazards Profile 
 

 
 

 
 

□ Continue through the questions by 
clicking “Continue 
Questionnaire” at the bottom of 
each page. 

□ After reviewing the responses to 
the questions, create the Hazards 
Profile (draft JHA) by clicking on 
“Create Hazards Profile”. 
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Adding an Individual Description of Work to a JHA 
(continued) 

Helpful Information 

 
STEP 5. Confirm Creation of JHA 
 

 
 

□ The next step is to discuss the 
JHA with your Work Lead. You 
cannot make changes to the JHA, 
but your Work Lead can. 

□ An email will be automatically 
sent to your Work Lead asking 
him/her to review your JHA. If 
you have not heard from your 
Work Lead within a short period 
of time you should contact 
him/her to review your JHA. 

 

 
 
 


