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NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

JOB HAZARD ANALYSIS
	ADVANCE \d6FACILITY:
	ADVANCE \d6Woods Hole Laboratory
	tc \l3 "Woods Hole Laboratory
ADVANCE \d6
ANALYSIS BY:
	tc \l1 "ANALYSIS BY:ADVANCE \d6James D. Romine
	tc \l3 "James D. Romine
ADVANCE \d6
DATE:
	tc \l1 "DATE:ADVANCE \d62001-01-24

	ADVANCE \d6DEPARTMENT:
	ADVANCE \d6Facility Support
	ADVANCE \d6
SUPERVISOR:
	tc \l1 "SUPERVISOR:ADVANCE \d6
	tc \l3 "
ADVANCE \d6
FREQUENCY:
	tc \l1 "FREQUENCY:ADVANCE \d6

	ADVANCE \d6JOB TITLE:
	tc \l2 "JOB TITLE:ADVANCE \d6Administrative Assistant
	tc \l3 "Administrative AssistantADVANCE \d6LAST REVIEW DATE:
	ADVANCE \d6
	tc \l3 "
ADVANCE \d6
JSA NUMBER:
	tc \l1 "JSA NUMBER:ADVANCE \d6WH JSA 2

	ADVANCE \d6TASK:
	tc \l2 "TASK:ADVANCE \d6Copy Room
	ADVANCE \d6JOB PERFORMED BY:
	ADVANCE \d6Heather Fletcher 
	tc \l3 "Heather Fletcher 
ADVANCE \d6

	tc \l1 "ADVANCE \d6


Required Personal Protective Equipment:  
GENERAL NOTES:  Photocopies, binds, distributes mail.  Two copy machines, two binding devices.  May copy 30,000 at a time.
Job Hazard Analysis:

	Step
	Description
	Hazard
	Controls


	1
	Use the large copy machine
	Gas-toxic, ozone, recommend monitoring during a substantial amount of copying
	Ventilation: opening windows in warm weather, opening the door in cool weather.  When heating, ventilation, and air conditioning system is installed, add exhaust for this room*.


	2
	Bind documents, using the velobinder and the GBC binder
	Cuts–lifting injuries
	Personal protective equipment should include light cotton gloves.  Do not lift excessive amounts of bound materials


* = Recommended
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