4. JOB PROCEDURES
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*This information does not take precedence over The Saskatchewan Employment Act and related regulations, or any other governing
legislation. All worker shouid be familiar with the legislation applying to them in their workplace.

Introduction

A safe job procedure is a written, step-by-step description of how to do a job from start to
finish. Written job procedures are used to train new workers and workers that are moved
to new jobs, and as a reference for complex or hazardous jobs or jobs that are not done
very often. Any worker who believes a specific job procedure could improve the
effectiveness of our safety program is encouraged to bring their idea to management, and
to assist in the development of the procedure.

Evaluating the Need for a Safe Job Procedure: Safe job procedures are developed only
for those jobs which:

* have been identified as critical tasks,

+ are complex or hazardous enough that a reference tool is required,

+ are performed infrequently enough that a reference tool is required, or
* when required as a training tool for new workers.

Including unnecessary procedures, orincluding unnecessary information in the procedures,
reduces their value by discouraging workers from seeking out the information.

Developing a Safe Job Procedure: The safe job procedure development process
includes examining the jobs performed by NexGen Mechanical Inc. to determine the
potential hazards and identify those jobs which meet the definition of a critical task. A team
of individuals is then selected to develop the procedure (experienced workers, experts or
specialists if required). This development team should then review relevant legislation and
other related documents and establish:

* training requirements

- personal protective equipment requirements

* responsibilities of each individual involved in the task

+ any permits or other special compliance requirements

* any special emergency procedures which may be required

« a specific sequence of steps to follow to complete the work safely

The new safe job procedure is then reviewed, approved by a qualified management team
member and included in the safety program manual.

(Safe job procedures under separate cover.)

NexGen Mechanical Inc. 41 June 2017
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