JHA and Training Guidelines 
Environmental Energy Technologies Division (EETD)
Revised:  03/31/14, R. Scholtz
  
  
Q1:  Who needs to complete the JHA? 
  
A:  Every LBNL employee, including affiliates, faculty, and students, (anyone with an LBNL badge and employee number) must complete the JHA process. The only exception to this is for those whose HRIS status is "Leave", and then they are automatically given credit for the JHA. When signed-off and completed, the JHA becomes the individual’s Work Authorization.  No one is allowed to conduct any LBNL related work without an active Work Authorization. 

Q2:  What is considered “work”? 
  
A:  Performing hands-on LBNL related activities such as writing, reviewing reports, experimental work, etc. is considered "work", whether it is conducted onsite or at any offsite location. Periodically attending on-site (or LBNL related) classes, seminars or meetings is NOT considered "work".
  
If an offsite worker performs LBNL related "work" (as defined on the JHA website, i.e. doing more than just coming to meetings or attending seminars), then they should check the box “UC Berkeley campus other than Donner Laboratory” and/or "Non-local, off-site location other than UC Berkeley".  If a badged LBNL employee, guest or student does not perform any LBNL related work (other than attending seminars, meetings, etc.), then they should check the box "Does Not Perform Work” as defined above.  

Q3: How do I initiate a JHA?

A:  The employee must initiate their JHA no more than 30 days from hire using the following steps:
1. Login to the JHA system at https://ehswprod.lbl.gov/ehstraining/jha/login.aspx. 
2. Select "Take JHA” then “Create New JHA" in the left column. A draft JHA will be initiated.
3. The first screen is for employees who “Do Not Perform Work” and qualifies for the “opt out” option (see Question 6 below). No further steps are needed once submitted to the Work Lead for approval.
4. The second screen lists the available JHA Work Groups.  Add or remove groups as appropriate.  You may need to discuss which groups you should belong to with your Work Lead or Supervisor first. 
5. There are further screens containing questions about work assignments and types of hazards anticipated. Select “yes” only for those questions that are applicable.
6. Review the information presented and ensure it accurately reflects work being performed. The Work Groups and questions selected determine training assignments.
7. Click on the "Create Hazards Profile" button at the end. Your Work Lead will get an automated email requesting approval of the new draft.  After work lead approval, you will need to countersign and the process is complete.  Once your new JHA becomes "active", your Training Profile will automatically update within 24-hours and will accurately show your new training requirements. 

Q4: What is a Work Group?
A:  A Work Group is a set of Workers who have exposure to a similar set of hazards. They may, or may not work together. For EETD’s implementation of the JHA process, they are usually the members of a particular research team or an administrative support group.  Everyone in a Work Group is initially given the same Work Group Hazards Profile, which is then tailored to the individual Workers’ needs by adding or deleting tasks, hazards and controls to reflect their individual responsibilities.

Q5: What Work Groups are available in EETD?
A:  EETD Work Groups are established within each division department by research teams and administrative support groups. Some are further divided by work involving hands-on experimentation. Employees should carefully select their Work Group and consult with their supervisor or work lead prior to JHA submittal. The Work Group selected will determine training requirements, etc. The following are currently EETD Work Groups:
	Work Group Name
	Owner

	EETD Appliance Performance Standards- Scientific Research (G. Rosenquist)
	Rosenquist, Greg

	EETD Appliance Performance Standards- Technical Research (G. Rosenquist)
	Rosenquist, Greg

	EETD Appropriate Technologies Lab  (A. Gadgil)
	Gadgil, Ashok 

	EETD Atmospheric Aerosol Research Lab (T. Kirchstetter)
	Kirchstetter, Thomas 

	EETD Atmospheric Biogeochemistry (M. Fischer)
	Fischer, Marc 

	EETD Atmospheric Sciences (M. Lunden)
	Lunden, Melissa 

	EETD Biofuels From Microbes (R. Mehlhorn)
	Mehlhorn, Rolf 

	EETD Combustion Research (R. Cheng)
	Cheng, Robert 

	EETD Doeff Battery Group (M. Doeff)
	Doeff, Marca 

	EETD Electrochemistry-Spectroscopy (R. Kostecki)
	Kostecki, Robert

	EETD Electrochemistry - Fuel Cell Diagnostics (A. Weber)
	Weber, Adam

	EETD Electrochemistry (J. Kerr)
	Kerr, John 

	EETD Electrochemistry (V. Battaglia)
	Battaglia, Vincent 

	EETD Electrochemistry (V. Srinivasan)
	Srinivasan, Venkat

	EETD FLEXLAB Experimental Research (S. Selkowitz/C. Reigner)
	Selkowitz, Steve

	EETD FLEXLAB Non-Experimental Research (S. Selkowitz/C. Reigner)
	Selkowitz, Steve

	EETD Flue Gas Chemistry (T. Chang)
	Chang, Shih-Ger

	EETD IED Lab Experimental Research without Wet Chemistry (M. Lunden)
	Lunden, Melissa 

	EETD IED Lab Experimental with Wet Chemistry (R. Maddalena)
	Maddalena, Randy

	EETD Laser Material Interactions (X. Mao/R. Russo)
	Mao, Xianglei

	EETD Lighting and Battery, B70 (G. Liu)
	Liu, Gao

	EETD Lighting Systems, B46 (D. Dibartolomeo/F. Rubinstein)
	Dibartolomeo, Dennis 

	EETD LIGTT Non-Experimental Research (S. Buluswar/R. Sathre/R. Singh)
	Buluswar, Shashi

	EETD LIGTT Experimental Research (S. Buluswar/R. Sathre/R. Singh)
	Buluswar, Shashi

	EETD Management/Administrative
	Scholtz, Ronald 

	EETD MoWiTT Facility Operations - Standby Status (G. Kelley/C. Curcija)
	Kelley, Guy 

	EETD Non-Experimental Research - BTUS Dept.
	Beardsley, Erin

	EETD Non-Experimental Research - EAEI Dept.
	Kirbus, Katherine 

	EETD Non-Experimental Research - ESDR Dept.
	Lauer, Susan 

	EETD Optical Properties of Building Materials (R. Levinson)
	Levinson, Ronnen 

	EETD Optical Properties of Solar Energy Materials (J. Jonsson)
	Jonsson, Carl Jacob

	EETD Polymer Electrolytes Lab (N. Balsara)
	Balsara, Nitash 

	EETD Solar Control Thin Films (J. Slack/A. Anders)
	Slack, Jonathan 

	EETD Windows and Infrared Thermography (H. Goudey/C. Curcija) FABRICATION 
	Goudey, Howdy

	EETD Windows and Infrared Thermography (H. Goudey/C. Curcija) RESEARCH 
	Goudey, Howdy


  
Q6: How does the Opt Out feature work? 
  
A:  For those who only do LBNL related work at certain offsite locations or who do no "work", the process is greatly simplified by using the “Opt Out” feature.  The "Opt Out" for offsite work only applies to individuals working offsite where they are covered by a local institutional safety program.  Examples of sites where this is appropriate might include UCB, another University, CERN, or another DOE site.  In this case, the individual doesn't need to be identified with any particular LBNL JHA Work Group.  To utilize the “Opt Out” feature, the individual still has to login to the JHA website, answer the questions about whether or not they "work" and where, and submit their JHA.  Their supervisors must also confirm the “Opt Out” choice is appropriate and approve their JHA.  If the employee chooses the “Opt Out” choice, they will not need to countersign. 
    
It is important to note that what the individual is “Opting Out” of is the analysis process ONLY.  There will still be institutional training that results from the individual’s status as an LBNL affiliate, but there won’t be any training as a result of the JHA process. Even if they opt out, they still have to take GERT.  It's a condition of being in LBNL's human resources system and hence theoretically having lab access. 

Q7: How Does a Work Lead Review and Approve a Draft JHA?

A: After the JHA has been drafted by the Worker in previous steps, the Work Lead now may review the content, revise the content as necessary, and approve the draft JHA. The Work Lead completes the following steps:

1. Log onto the JHA database at: https://ehswprod.lbl.gov/ehstraining/jha/login.aspx
2. Select ‘Retrieve JHA/Training Profiles’ and then ‘My Direct Reports’.  
3. Find the draft JHA of the Worker for whom you wish to review.  The draft JHA should be within the top record, or the only record, for that Worker.   Open the draft JHA by clicking on the “View Data” symbol in the far left column that represents the draft JHA.   
4. Review the content of the draft JHA, and discuss with the Worker as appropriate.
5. If you wish to revise the content, please refer as necessary to the JHA Help Page that provides information on revising draft JHAs.
6. If the content is acceptable, click on the ‘Approve By Work Lead” radio button that is in the “Work Lead” box near the top of the JHA.
7. The Employee will then be prompted by an email notification to review and countersign the draft JHA. Once signed by the employee, the draft JHA is active.  
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Q8: How Do I Countersign a Draft JHA?

The JHA has been drafted by the Worker (Employee), and has been approved by the Work Lead, in previous steps.  The final step in activating the draft JHA is for the Worker to countersign the draft JHA.  The countersignature indicates that the Worker has reviewed the content, noting and changes that have been made by the Work Lead, and is accepting the content of the draft JHA. The Worker completes the following steps:

1. Log onto the JHA database: https://ehswprod.lbl.gov/ehstraining/jha/login.aspx.
2. Select ‘Retrieve JHA/Training Profiles’ and then ‘Me’
3. The draft JHA should be within the top record, or the only record, on the resulting list of JHA profiles.  Open the draft JHA by clicking on the “View Data” symbol in the far left column that represents the draft JHA.   
4. Review the content of the draft JHA, and discuss with the Work Lead as appropriate.
5. If the content is acceptable, click on the ‘Approve By Employee’ radio button that is in the “Worker” box near the top of the JHA.
6. Follow the resulting prompts. Once signed by the worker, the draft JHA is active.  
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Q9:  When is GERT required? 
  
A: All new staff, affiliates, students, post docs, faculty, retire/rehire, and participating guests must complete General Employee Radiation Training (GERT) within the first month of employment. This includes those who choose to “opt out” and must be renewed every other year.




Q10:  What are On the Job Training (OJT) requirements? 
 
A: OJT is a supplement to the normal required training courses you take as per your JHA and Training Profile.  OJT should cover tasks, hazards and controls that are specific to your work and the labs that you work in.  OJT also gives you the opportunity to ask questions of the project PI or your Work Lead regarding concerns you may have about chemicals, equipment, or other safety issues in your specific work environment. OJT materials for EETD are available at the EETD Safety website: http://eetd-ehs.lbl.gov/content/job-training-ojt
  
Q11:  How is a Work Lead different than a Supervisor? 
A:  Work Leads direct, train and/or oversee the work and activities of the Worker. He/she is not necessarily that individual’s Supervisor (i.e., he/she may not have the additional authority to hire, transfer, suspend, or take other personnel actions). Put another way, a Supervisor always has the authority to act as the Work Lead, but a Work Lead does not necessarily have the authority to act as Supervisor. 
    
Q12:  How do I change the Supervisor on the JHA? 
  
A:  An employee's Supervisor can only be changed through updating the Human Resource Information System (HRIS) database.  Typically, this is done by request from the employee's old Supervisor.  One of the Division HR representatives should be contacted.  The change should show in the employee's JHA after the nightly JHA update from HRIS. 
  
Q13:  How do I change the Work Lead on the JHA? 
  
A: The employee’s Supervisor can update an employee’s Work Lead by following these 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 "Change WL" button for the particular employee.
4.  This creates a new draft JHA for the employee.
5.  Open the draft JHA by clicking on the “View JHA” button. 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.  The new Work Lead must approve the draft JHA, followed by the employee. 

Q14:  How do I add or remove a JHA Work Group from my individual JHA? 
  
A:	Note: Only the employee can change their work group. A work lead is not able to make this change.
1. Login to the JHA system at https://ehswprod.lbl.gov/ehstraining/jha/login.aspx. 
2. Select "Take JHA" and then “Modify Existing JHA” in the left column. 
3. Select the appropriate site locations that you perform work at.
4. [bookmark: _GoBack]Review the JHA Work Groups that you are selected for.  Add or remove groups as appropriate.  You may need to discuss which groups you should belong to with your Work Lead. Note: You may not be able to remove a Work Group if the Work Group Owner lists you as a member in that JHA WORK GROUP.  Contact the Work Group Owner to have your name removed. Then come back to the JHA system, restart the draft process, and the work group should no longer appear as having been selected.
5. Review the rest of the information presented, including the Descriptions of Work and answers to the questions. 
6. At the end click on the "Create Hazards Profile" button.  This will create a new draft of your JHA.  Your Work Lead will get an automated email requesting approval of the new draft.  After this you will need to countersign and the process is complete.  After your new JHA becomes "active", your Training Profile will automatically update within 24-hours and will accurately show your new training requirements. 

Q15:  I'm a Work Lead.  How do I review and reauthorize my employee's JHA? 
A1:  If your employee's JHA is accurate or only needs minor edits: 
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. 
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. Click on the "Change" button for the appropriate JHA Work Group.  When done, click on the "Approve by Work Lead" button near the top of the JHA. 
6. The employee will receive an automatic email asking them to countersign their JHA.  After the JHA is countersigned and becomes "active", then the employee's Training Profile will automatically update within 24-hours and will accurately show their training requirements. 
A2:  The employee can also initiate the review and reauthorization process as follows: 
1. Login to the JHA system at:  at https://ehswprod.lbl.gov/ehstraining/jha/login.aspx
2. Select "Retrieve JHA/Training Profile" in the left column. 
3. Click on “View JHA” to open. Once the JHA is opened, click on “Create Draft JHA for Review/Approval” located at the top of the screen.
4. The employee can then retake the questionnaire, and select or remove applicable JHA Work Groups.  The employee cannot make edits to the JHA Work Authorization content.  Only the Work Lead can do this. 
5. Once completed, click on the "Create Hazards Profile" button. The Work Lead will receive an automatic email asking them to review and approve the JHA. 
6. After the Work Lead's approval, the employee will receive an automatic email asking them to countersign their JHA.  After the JHA is countersigned and becomes "active", then the employee's Training Profile will automatically update within 24-hours and will accurately show their training requirements. 
Q16:  How do I waive a course for an employee? 

A: A work lead can waive some courses using the following procedure:
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. 
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. Click on the "Change" button for the appropriate JHA Work Group. 
6. Make changes to their JHA as necessary:  adding, modifying, or deleting tasks, hazards, or controls; changing the Work Lead; etc.  Training controls that are required by the institution cannot be deleted (unless the associated task or hazard is deleted), but they can be waived.  When you waive a training course, you will have to indicate whether the waiver is because the employee already has adequate qualifications, or because the employee is not involved in the task to the point where the training is needed. 
7. When you are done editing, both you and your employee will have to approve the new JHA to make it Active.  Any waived training should be reflected in the employee's Training Profile within 24 hours after the revised JHA becomes active. 

 Q17:   How often do I have to renew my JHA?

A:  All JHA’s are renewed on an annual basis. This includes JHA’s that have the “opt out” option selected. A reminder email is sent to the employee thirty days prior to expiration. Employees are not authorized to perform work unless they have a current JHA.

If your work activities change (such as you begin work associated with another Work Group, or you begin a new task that is potentially hazardous and is not already covered in your JHA), be sure to update your JHA accordingly before starting such work. See Q15 of this document for information on how to update your JHA.



Q18:  Where can I find further JHA and Training information? 
  
A:  If you need additional assistance, please contact the EETD Safety Manager at (510) 495-8137 or by email at rgscholtz@lbl.gov. You can also find information at the EETD Safety website by going to: http://eetd-safety.lbl.gov. 

The following on-line resources are available:

1. JHA Help Page: http://www.lbl.gov/ehs/jha/jhaqa.shtml

2. PUB3000, Chap. 24, EH&S Training: http://www.lbl.gov/ehs/pub3000/CH24.html 

3. PUB3000, Chap. 32, Job Hazards Analysis: http://www.lbl.gov/ehs/pub3000/CH32.html 

4. EHS Training website: http://www.lbl.gov/ehs/training/

5. EETD Safety Website: http://eetd-ehs.lbl.gov/content/job-training-ojt
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JOB HAZARDS ANALYSIS

Status: Draft

Worker: Ayala,Carmen (011563) Work Lead: Wong.June J (800485) 0612512013 | Approval Status: | Pending Worker Signature
Active Date:

Division: Environ Health Safely.Securty ‘Supervisor: | WongJune J (800485) Expiration Date:

Offic 075801008 Employment Date: | 05/13/2004 JHA Number: 65459

Phone: 51014952228

Zhone Chyaagogor Job Title: Administrative Assistant

Work Location(s):| LBNL Main Site

¥ Indicates course requirement fulflied
X indicates course requirement not fuifiled - Additional training required

Group 1: EHS - Administrative/Management (Click tte for Work Group details)
(Owner JACK J SALAZAR 461501, Co-owner BIRGITTA MECKEL 004693)
Last Updated 02122/2013 by JOHN HEIM

Description of Work: Work performed by individuals in the group is performed in offices or cubicles in various locations throughout the Lab.

Performance of the work requires the use of computers, telephones, offce equipment, and standard office supplies.

Typical routine tasks include preparation and processing of administrative documents, preparation for and/or participation in meetings and data entry in various EH&S databases.

Task # _Description [Hazard(s) [Control(s) - Glick on icon to access training course
1 Intensive use of desikiop andior laptop | Musculoskeletal discomfort of injury. /O EHS 005 Ergo Self-Assessment for Computer Users
mputers (Remedy Interactive - online)
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JOB HAZARDS ANALYSIS
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Group 1: EHS - Administrative/Management (Click ite for Work Group details)
(Owner JACK J SALAZAR 461501, Co-owner BIRGITTA MECKEL 004693)
Last Updated 02/22/2013 by JOHN HEIM

[ Make Changes | [ Update Description of Work | | Update Tasks/Hazards/Controls |

Description of Work: Work performed by individuals in the group is performed in offices or cubicles in various locations throughout the Lab.
Performance of the work requires the use of computers, telephones, offce equipment, and standard office supplies.

Typical routine tasks include preparation and processing of administrative documents, preparation for and/or participation in meetings and data entry in various EH&S databases.

Task# [Description [Hazard(s) [Control(s) - Click on icon to access training course
1 Intensive use of desikiop andior laptop | Musculoskeletal discomfort of injury. ¢ © EHS 0059 Ergo Seli-Assessment for Computer Users
)mputers l(Remedy Interactive - onfine)





