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

	Prepare for the meeting - schedule the facility, review the files, ensure everyone knows place and time
	- see office work JSA
	- see office work JSA

- if you anticipate hostility or threats, ensure you are not the only DEP person attending the meeting

	Arrive at meeting location
	(SB) vehicle accidents if driving to the meeting

(E, SB) adverse weather conditions

new surroundings can be confusing
	- Leave early enough that you do not need to rush to the meeting

- Drive safely and defensively; preplan your route

- Wear proper clothing

- Become acquainted with the location

- Ensure you know how to get help should it be necessary (such as, how to get out of room, where is nearest security person or phone)

	Conduct the meeting
	(SB) hostility or irritation by participants

(SB) physical attack from participants
	- Stay alert for potential problems

- Try to remain calm to keep tension level as low as possible

- At first sign of threat to you, stop the meeting and reschedule when more protection (and/or support) is available

- Report all threats (actual and implied) and all physical attacks to supervisor

	End the meeting
	(SB) hostility or irritation by participants

(SB) physical attack from participants
	- Calmly summarize the results of meeting

- Do not shake hands if you perceive a threat to yourself

- Report all threats (actual and implied) and all physical attacks to supervisor

	Return to Office
	(SB) vehicle accidents if driving to the office

(E, SB) adverse weather conditions
	- If emotions are high because of the tension of the meeting, calm down before driving

- Drive safely and defensively; preplan your route

- Wear proper clothing


*Codes for Potential Hazards:

	(BIO) Biological
	
	(CO) Caught On
	
	(FS) Fall - Same Level

	(CB) Contacted By 
	
	(CW) Contact With
	
	(OE) Overexertion

	(CBT) Caught Between 
	
	(E) Exposure
	
	(SA) Struck Against

	(CI) Caught In
	
	(FB) Fall To Below
	
	(SB) Struck By


