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Company Name Safe Job Procedure for Task
	Area:
	Approved By:
	Date Created:
	Review / Revision date:

	
	
	
	

	Potential Hazards:
	Materials/Tools Required:
	Personal protective equipment / devices required:

	
	
	

	
	
	Training / Reference information:

	
	
	



	Steps to perform this task safely:

	1.

2.

3.

4.

5.

6.

7.

8.

9.

10.




Important Template Information
When using the template, anything highlighted yellow should be updated to include company-specific information. For example, “insert company name here.” As each organization is unique, please tailor these template documents to adequately represent the needs of your own organization.
[image: ](To remove the highlight in Microsoft Word, select the text and click on the Text Highlight Color dropdown and choose no color		). 
Save a copy of the file and delete this instruction page when finished.



Safe job procedures
Safe job procedures are an administrative control that provide step by step instructions on how to complete a task. It is a best practice for safe job procedures to remain 10 steps or less.
· Scope:		Step-by-step instructions
· Reviewed:	Annually, or when a process changes
· Created by:	Management, supervisor, people that are familiar with the task
· Application:	Often used for new workers performing a high hazard task, or for assessing competence

For more information:
Module 4 in ACSA Principles of Health and Safety Management course guide
Module 6 in ACSA Principles of Health and Safety Management for SECOR course guide

Government of Alberta Occupational Health and Safety Starter Kit:
https://ohs-pubstore.labour.alberta.ca/bp035

ACSA 2023 Audit Instrument Element 6
ACSA 2023 SECOR Evaluation Element 6
(Download the current versions from youracsa.ca)




Example SJP from Principles of Health and Safety Management for SECOR course
General Sod Safe Job Procedure for Heavy Lifting (over 25 lbs or 11 kg)
	Area:
	Approved By:
	Date Created:
	Review / Revision date:

	Office, shop, work site
	Bob Campbell
	February 13, 2023
	May 19, 2023

	Potential Hazards:
	Materials/Tools Required:
	Personal protective equipment / devices required:

	· Poor ergonomics
· Pinch points
· Repetitive Motion
	· Dolly or cart if available
	· Steel toe boots, gloves

	
	
	Training / Reference information:

	
	
	General Sod safe work practice for heavy lifting
SJP information adapted from CCOHS How to Lift Safely Poster



	Steps to perform this task safely:

	1. Inspect work environment and load, check load’s weight and stability

2. If necessary, or if the load is over 25 lbs, ask another worker to assist with a two-worker lift or obtain mechanical assistance 

3. Grasp load with both hands, keeping the item stable

4. Slide or pull the load towards your stomach, tightening the muscles as you get ready to lift 

5. Bend your knees if you must reach or place low-level objects

6. Lift the load as close to your body as possible

7. Hold the load between shoulder and knee height, keeping the back straight

8. Step or pivot while moving with a load, don’t twist or side bend



The information presented in this publication is intended for general use and may not apply to every circumstance. It is not a definitive guide to OHS legislation or industry standards. This does not relieve persons using this publication from their responsibilities under applicable legislation. The Alberta Construction Safety Association does not guarantee the accuracy of, nor assume liability for, the information presented here.
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