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City of Philadelphia

[Enter Dept. Name Here]

Procedures

Preoperational Process Review
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I. Policy

To provide methods for managing proposed changes to processes, technology, equipment, and/or facilities to ensure that modifications do not expose personnel to safety or health hazards, or increase the potential for environmental releases.

To establish the procedure for reviews of plans for new operations and operation changes to ensure that Department requirements are met.  This procedure applies both to all operations.

To establish methods for integration of information concerning safety and health hazard recognition and control into process, operation, and/or job description documents.
II. Procedures and Responsibilities

A. Anyone who needs to install new equipment, modify existing equipment, introduce a new operation or change an existing operation must fill out the “Process Change Worksheet” form (see Attachment A).  Notify Safety Officer as soon as practical when a potential change is proposed to a safety-critical process/equipment.

B. The Project Manager must complete the “Hazard Inventory Checklist” worksheet (see Attachment B).  A proposal, scope of work, plan of details, specifications, and/or drawings should accompany the worksheet, when available.

C. Either the Project Manager or the Safety Officer will conduct a system/operation hazard analysis on the proposed modifications to identify potential hazards and required control methods.  Written documentation of this analysis should be reviewed, incorporated, and a copy kept on tile until the equipment or process no longer exists.  An example of a form that may be used to perform the analysis is provided as Attachment C, “Process Hazard Control Plan.” 

D. All records of requests, approvals, hazard analyses, etc. will be maintained in the Safety Officer’s office.

E. Safety Officer should be contacted early in the design/procurement/equipment selection process to assist in hazard analysis and risk assessment.

III. Attachments

Attachment A:

Process Change Worksheet

Attachment B:

Hazard Inventory Checklist

Attachment C:

Process Hazard Control Plan Worksheet

Attachment A

PROCESS CHANGE WORKSHEET

	Project Title:
	Project Manager:



	Description of the project:

	

	

	

	

	

	

	

	

	When will it start/stop? 

	

	What operations will it affect?

	

	

	Who will it affect?

	

	

	Who are likely contractors?

	

	

	What are the general hazards expected?

	

	

	

	

	

	Signed by:


	Date:


Attachment B

Hazard Inventory Checklist

This checklist may be used to identify potentially hazardous conditions that may be present during changes occurring to processes and/or equipment during installation or renovation. 

	Hazard
	Potentially Present
	Not Expected

	Walking/Working Surfaces

	1. Normal means of egress restricted or blocked
	
	

	2. Unprotected openings
	
	

	3. Areas not properly drained or with uneven surfaces
	
	

	4. Hazardous underground (i.e., tunnels) exposures
	
	

	5. Hazardous overhead (i.e., piping, loads, etc) exposures
	
	

	6. Signage or demarcation missing
	
	

	Machinery Safeguarding

	1. Unprotected point of operation hazards
	
	

	2. Unprotected power transmission hazards
	
	

	3. Nature of operation change requiring training
	
	

	Fire Safety

	1. Fire hazard due to combustible or flammable materials use
	
	

	2. Fire hazard due to protection interruption
	
	

	3. Fire hazard due to hot work
	
	

	4. Explosion hazard
	
	

	Chemical Exposures

	1. New chemicals introduced
	
	

	2. Nature of chemical use or exposure changed
	
	

	3. Chemical protection level reduced
	
	

	Heat/Cold Stress

	1. Hot or cold process being introduced/used
	
	

	2. Normal cooling/heating process being altered
	
	

	3. Activity level resulting in heat/cold stress 
	
	

	Noise/Vibration

	1. High construction levels
	
	

	2. High equipment/process levels 
	
	

	Fall Protection

	1. Work in manlifts, in booms, other raised equipment
	
	

	2. Work on other raised surfaces
	
	

	Confined Space Entry

	1. Potential permit-required space entry
	
	

	2. Modification of spaces to make them permit-required
	
	

	Lockout/Tag-out

	1. Introducing new equipment requiring safeguarding
	
	

	2. Reducing protection level during construction
	
	

	Ergonomics
	
	

	1. Physical demand during change exceeding workers capabilities
	
	

	2. Physical demand after change exceeding workers capabilities
	
	

	Other Potential Hazards

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	

	9. 
	
	

	10. 
	
	

	General Comments:



	Completed by:


	Date:


Attachment C

PROCESS HAZARD CONTROL PLAN WORKSHEET

	System:_______________  

Operation:_____________

Rev:__________________

Date: _________________


	 HAZARD ANALYSIS

	Item

No.
	Equipment

Or Function


	Hazard Description
	Hazard Effect
	Hazard Control Measures
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