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1. INTRODUCTION

To ensure that all work is conducted safely, before the work can start a Job Safety Plan must the produced.  WHIMS is used to do this.  During the process of creating the Job Safety Plan, the work activities that must be carried out to do the job are selected and the Hazards that may arise as a result of the work activities are assessed.  

The control measures that must be put in place so that the Hazards are reduced to as safe a level as possible are then identified.  Some control measures must be in place before the work starts, e.g. “Eye protection and protective clothing must be worn” and some must be observed as the work is being carried out, e.g. “No food or drink to be consumed at the worksite”.

If it is a large complex Job, it can be broken down into smaller, easy to manage Steps or Tasks that then have their own individual Job Safety Plans.  

When using WHIMS it is helpful to understand how the underlying data is linked together.  










Activities:  These are the various types of work activity that could possibly be carried out.  They are selected by the User when a Job Safety Plan is created.

Hazards:  By carrying out any Activity, a number of Hazards could possibly be triggered.  The Hazards are linked to the Activities so that when an Activity is selected the Hazards that may result are automatically added to the Job Safety Plan.

Controls:  When an Activity is carried out, it is necessary to make sure that the Hazards associated with it are either prevented from occurring or, if they do, they are managed as far as it is practical to reduce the harm done.  This is done with Controls.  Each Hazard has one or more Controls linked to it so that when the Hazard is selected the Controls are automatically added to the Job Safety Plan.  Some Controls are also linked directly to an Activity.

Selecting an Activity will automatically select all the Hazards associated with it and also, by default, select the Controls related to the Hazards.

2. GETTING STARTED

When the program opens you will see a screen called Select Database with a number of icons on it.  Select the one you want and click on OK.  

You need to log in using the User Name and password that you have been given. 

Once you have logged in, the main screen will open.  It has the following main sections:

· A set of tabs across the top, one for each Area, e.g. Bajha, Fahud, etc. and one at the beginning called ‘Reference’.  The ‘Reference’ tab holds a library of generic Job Safety Plans that can be used as the basis for new Jobs.

· A list of all the Job Safety Plans already created.  The list will change as you click on each different Area.  

· A toolbar down the left-hand side with four buttons on it, i.e. Jobs, Steps, Activities/Hazards and Controls.  The Steps button is disabled if the selected Job does not have Steps.

· A button bar at the top of the screen to allow you to Create, Edit and Delete Job Safety Plans.  You will only be able to create and edit Job Safety Plans within your own Area.

3. JOB STEPS

Job Steps are introduced into Pharos Version 2.1 as a new function.  They allow the User to break the overall job down into a number of smaller, more manageable Steps, each of which is assessed separately and has its own Job Safety Plan.  For example, a large job may have a number of different Steps, ranging from preparation of the site, through to testing and re-instatement of equipment.  

The Steps are all treated individually; some of which may be carried out in parallel and others sequentially.   It is optional whether Job Steps is used.







The above diagram shows five Steps and their order of implementation.  Step 1 must be completed before either Step 2 or Step 3 can start.  Step 2 can be done at the same time as Step 3 or 4, however Steps 3 and 4 must be completed in order.  Step 5 can only be carried out once Steps 2 and 4 have been completed.

The use of Steps in optional.

4. HOW TO CREATE JOB SAFETY PLANS

The following flow diagram outlines the process for completing a Job Safety Plan.  The number of screens that the user will see will depend on whether the Job needs to be broken down into individual Steps.  If the Job Safety Plan does not have Steps then only the outer flow is followed.
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1) Click on the NEW button on the toolbar to open the list of generic Job Safety Plans.  Decide whether your Job can be based on one of these or whether you will need to start from scratch.  Either select the generic Job Safety Plan and click on the GENERIC button, or click on the NEW button to continue.  The General Information screen will open.

2) Complete the general information, e.g. a Job number, title and description of the Job, etc.  The description field can be left blank.  Select the Location for the Job Safety Plan and set the Area Type and the Department.  The worksite information is a further clarification of the Location; it is not mandatory that this field is completed.

You will then need to decide if the Job needs to be broken down into Steps.  If so, make sure the question at the bottom of the screen is ticked. 

Click on NEXT.  If you don’t need separate Job Steps leave the question un-ticked and continue from 4) below.

3) Set up the Job Steps (breakdown of the overall Job):

The screen has a list of all the Steps already created for the Job with a set of buttons below it, i.e. NEW, EDIT, DELETE and ASSESS.  The list of Job Steps is initially empty when a new Job Safety Plan is created.


a) Click on NEW and give the Step a title.  Completing the description is optional.  Click on OK to save it and take you back to the Job Steps screen.

b) Set up the next Step in the same way, continuing until you have set up all the Steps.

c) Re-order the Steps if you need to by using the arrow buttons.

d) Complete the Job Safety Plan for all the Steps, one by one, by clicking on the ASSESS button.

4) Select the Activities (type of work to be done):

All the Activities to choose from appear in the top list of the Select Activities screen.  The bottom list is for the Activities that have been selected for the Job Safety Plan.  No Activity will appear in both lists.  The Activities are organised into groups that are controlled by the combo-box above the list.

If you feel that an Activity is missing, please contact the System Custodian with details of the new Activity and any Hazards that you think it should have.  The User is not able to add new Activities himself.


a) Select the first Activity Group.

b) Scroll through the list of Activities in the top list to find the first one that applies to your Job/Step.  Make sure it’s highlighted then click on the DOWN arrow.  It will move to the bottom list.

c) Continue looking through the Activities, selecting the ones that you need, until you get to the end of the list.  

d) Change to the next Activity Group and look through the Activities again, selecting the ones that you want.

e) All the Activities you have selected appear in the list at the bottom.  If you want to take any out, select it (make sure it’s highlighted) then click on the UP arrow.

f) When you have selected all the Activities for your Job/Step, click on NEXT.

5) Review the Hazards (events that could happen):

The Hazards to choose from appear in the top list and the Hazards selected for your Job Safety Plan appear in the bottom list.  No Hazard will appear in both lists.  There may be some Hazards already selected if they are linked to Activities.  The Hazards are organised into Hazard Groups.  


a) Review the list of selected Hazards to make sure that they all apply to your Job/Step.

b) If you think any Hazards are missing from the Job Safety Plan, look through the list at the top to find them.  Select the Hazard and click on the DOWN arrow.  Don’t forget to check all the Hazards in the other Hazard Groups.

c) If some of the Hazards in the bottom list don’t apply to your Job/Step then remove it by selecting it and clicking on the UP arrow.

d) When all the Hazards have been reviewed click on NEXT.

If the User feels that a Hazard is missing from the system he must contact the System Custodian with details of the new Hazard.  He is not able to add the Hazard himself.

6) Review the Controls (measures taken to control the Hazard, in the event that it is triggered):

All the Controls for the Job/Step are listed.  They will have been added because they are linked either to a Hazard or an Activity.  The Controls are divided into Control Groups, e.g. Preparation, Execution, PPE, Recovery, etc.  You cannot select additional Controls from a list, they have to be type in – see d) below.


a) Select the first Control Group and check that all the Controls are applicable for your Job/Step.

b) Any Controls that are not applicable must be removed.  Do this by selecting it (make sure it’s highlighted) and then click on the ‘INCLUDE’ button.  It will now show ‘NO’ in the last column.  Any Control that you remove by mistake can be re-instated by selecting it and clicking on the ‘INCLUDE’ button again.

c) Move to the next group and check all the Controls again.

d) There may be control measures that you need to add so that the job can be carried out safely.  These are typed in as follows:

· Click on the ‘ADDITIONAL’ button at the bottom of the screen to open the Extra Controls screen.  

· Click on the NEW button and select the Group appropriate for your Control.  

· Type the text in the box below it.  

· Close the Extra Controls screen to save it.

e) When all the Controls have been reviewed click on NEXT. 

7) You will now have the Summary screen.  It shows the Permit information and also a complete history of revisions to the Job.

8) Click on FINISH to complete the Job Step and return to the Job Steps screen.  If your job does not have multiple Steps the Job Safety Plan is now complete and you will be returned to the main screen.

9) Complete the Job Safety Plan for all the Steps in turn, starting at 3) d) above.

10) Once all the Job Steps have been assessed, click on the FINISH button to return to the main screen.

5. EDITING AND COPYING A JOB SAFETY PLAN

Edit:

To edit a Job Safety Plan select it and click on the EDIT button on the main toolbar.  For speed, you can also double-click on the Job Safety Plan.

Remember, you can only edit Job Safety Plans in your own Area.

If your Job has been broken down into Steps, you may want to edit the Job Safety Plan for a single Step.  To do this, first select the Job on the main screen and then click on the Steps button on the left-hand toolbar; you will now see the individual Job Steps listed.  Select the Step you want and click on the edit button.

Copying a Job Safety Plan:

Sometimes there is already a Job Safety Plan for a job very similar to your own, either in your Area or another.  You can make a copy of it, after which you can edit the copy for your own Job.  The original Job Safety Plan will remain unchanged.

1) Find the Job Safety Plan using one of the methods described in 6 below.

2) Select the Job Safety Plan and click on the copy button on toolbar at the top of the main screen.

3) When it has finished copying, make the changes you need for your particular Job.  

6. HOW TO FIND A JOB SAFETY PLAN

The are four ways of finding a Job Safety Plan that has already been completed.  They are all used on the main screen which is the first screen you see when WHIMS opens.  They can also be used for all Areas, not only your own Area:

1) Scroll:  Use the scroll bar at the right-hand side of the main screen to look through the list of Job Safety Plans.

2) Sort:  There is a row of buttons above the list of Job Safety Plans, one for each column, with the title of the column on it.  These are all active and can be used to re-order the Job Safety Plans by clicking on them.  Clicking once gives a sort in ascending order and clicking again changes it to descending order.

3) Find:  The list of Job Safety Plans can be searched to find one that meets certain criteria.  For example, you might want to find all the Job Safety Plans that relate to Confined Space Entry.  Open the Find screen (button on main toolbar) and type in the text you want.  Click on the FINDNEXT button.  The search will stop each time it finds a match.  

4) Filter:  The list of Job Safety Plans can be filtered to meet certain criteria.  Open the Filter screen and set the options you want, i.e. Date created/edited, who created/edited the Job Safety Plan, the Job ID or the Department.

A wildcard character of ‘%’ can be used in a filter.  For example, you might want to find all the Job Safety Plans that have a Job ID starting with ‘PD’.  Typing in ‘PD%’ will reduce the list of Job Safety Plans to ‘PD-5334’, ‘PDT7654’, etc.

7. REPORTS

The following reports can be produced:

· Job Safety Plan - used at the worksite to show the Hazards involved and the Control Measures required both before the start of the Job or Step and during its implementation.

· Task Risk Assessment – used to illustrate that the risk assessment has been carried out.

· Deleted Information – Hazards and Controls removed from the Job Safety Plan during it creation/review.

· Method Statement – outline of the work to be done

The Job Safety Plan is printed using the print and print preview buttons on the toolbar at the top of the main screen.  All other reports are printed from the File/Reports pull‑down menu.

If your Job has been broken down into Steps, you may want to print the Job Safety Plan for a single Step.  To do this, first select the Job on the main screen and then click on the Steps button on the left-hand toolbar; you will now see the individual Job Steps listed.  Select the Step you want and click on the print or print preview button.
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