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[bookmark: _GoBack]Job Hazards Analysis (JHA) Work Lead Change Instructions
Due to the recent reorganization of EETD departments, some employees may need to arrange for a change of their assigned work lead in the Job Hazards Analysis (JHA) system. In order to change a work lead, the employee’s supervisor must make the designation of the new work lead. A draft JHA must then be generated, updated, and approved by both the new work lead and the employee. The employee’s supervisor can update an employee’s work lead through the following steps:
1.  Login to the JHA system at https://ehswprod.lbl.gov/ehstraining/jha/login.aspx. 
2.  Select "Retrieve JHA/Training Profiles - My Direct Reports" in the left column. 
3.  In the resulting search results screen, click on the "View JHA" button for the particular employee. If the employee has both an Active JHA and a Draft JHA, select the Draft JHA.
4.  If the employee’s JHA Status is “Active”, at the top of the JHA, click on the "Create Draft JHA for Review/Approval" button.  If the employee’s JHA Status is “Draft” and you, as the Work Lead, have already approved the JHA, then click on the "Remove Work Lead Approval, return to editable JHA" button.  If the employee's JHA Status is "Draft" and there are no approvals yet, then proceed to the next step. 
5.  In the Work Lead box, click on the "Change" button. 
6.  Enter the new Work Lead name, and then click on the "Update" button. 
7.  Next, the new Work Lead must “Approve” the draft JHA, followed by the employee. 
  The JHA system now has an additional method to change an employee's work lead:  
1.  Login to the JHA system at https://ehswprod.lbl.gov/ehstraining/jha/login.aspx. 
2.  Select "Retrieve JHA/Training Profiles - My Direct Reports" in the left column. 
[image: Macintosh HD:Users:rgscholtz:Desktop:JHA Home Screen.tiff]
3.  In the resulting search results screen, click on the "Change WL" button for the particular employee (instead of clicking on the "View JHA" button). 
[image: Macintosh HD:Users:rgscholtz:Desktop:JHA Profile.tiff]
4.  This creates a new draft JHA for the employee, and then the work lead can be changed as described above.
[image: Macintosh HD:Users:rgscholtz:Desktop:JHA.tiff]
Supervisor Change Instructions
The listed supervisor shown in the JHA system is automatically updated through the Human Resources database. If the supervisor listed on your JHA is not correct, please notify your Human Resources representative or the EETD Safety Manager, X8137.
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‘The JHA asks you questions about your working environment and activities for the purpose
of noting the safety and health hazards you are likely to encounter in the course of your work
at the Laboratory.

Please click Take JHA of the navigation menu on the left to begin the questionnaire. The
information collected will result in appropriate training requirements being identified that
will allow you to operate more safely here at the Laboratory.

Please be sure you are using a browser with "Cookies Enabled". If you are not sure what this
is, it is a default setting. Unless you specifically turned cookies "OFF" then there is no need
to be concerned. If cookies have been turned off, you can change the setting by clicking on
Preferences under the Edit tab. In the dialogue box that is brought up, click on Advanced to
see the various cookie options.

You may also:
« View your JHA.

« View your training profile (what courses you've already taken or need to take).




