	Job Safety Analysis Worksheet
	Date:





	Title of Job/Operation: Enforcement Meetings or Other Informal Meetings Held at the District/Bureau Involving Persons Outside the Department
	Log Number:




	Employee Name and Job Title:  


	Analyst/ Date:

	Division/Bureau/Section: NWD/ Waste Management

Brad Hartshorn
	Approved By/ Date:

May 2006

	Personal Protective Equipment Recommended or Required:


	Sequence of Basic Job Steps
	Potential Accidents or Hazards
	Recommended Safe Job Procedures

	Prepare for the meeting: Reserve meeting room, notify all involved parties of date, time and location, review applicable files, hold pre-meeting counsel w/FDEP personnel to discuss issues and strategies.
	*See Office Work JSA
	*See Office Work JSA

Inform supervisor of potentially contentious issues; Anticipate hostility or threats, arrange to have additional FDAP personnel in attendance.

Complete FDEP Public Service Training

	Conduct the meeting


	Hostility or irritation by participants.

Physical attack from participants
	Escort participants to the meeting location, introduce all participants; Remain courteous and diplomatic at all times.

Be alert and attentive for escalating tension; know security procedures in event of threat; remain calm to keep tension level low. 

END MEETING IF PARTIES BECOME EXCESSIVELY HOSTILE OR THREATENING.  Reschedule when tempers have cooled and more support is available; Document any threat (actual or implied) or physical attack and report to supervisor.

	End the meeting 


	Hostility or irritation by participants
	Calmly summarize the meeting and reiterate all decisions made, including timeframes and deadlines.  Follow up with correspondence.

Escort participants to the front desk.


*Codes for Potential Hazards:

	Struck By (SB)
	
	Caught On (CO)
	
	Fall To Below (FB)

	Struck Against (SA)
	
	Caught In (CI)
	
	Overexertion

	Contacted By (CB)
	
	Caught Between (CBT)
	
	Exposure (E)

	Contact With (CW)
	
	Fall - Same Level (FS)
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