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	Safe Work Procedures – New [  ]  or Revised [  ] 



	Position Title:



	Task:

	Department:

	Performed by

	Position/Job :   


	Department/Unit:   

	Hazards:


	

	Personal Protective Equipment:

Mandatory:


	Recommended:



	Other equipment required to perform the task safely:

	

	Steps to be taken to complete task safely:

(clear description in order of steps to follow to safely perform the task.  If required add attach an additional form to list all steps) 

Note:  if the worker believes that they cannot complete the task by following the SWP, or that there may be other hazards that the SWP does not address, they must stop work and report to their immediate supervisor and to the Safety Officer.  .

	
	

	1
	Clear area of tripping hazards/debris prior to commencing task.

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	

	12
	Remove and clean all reusable PPE where applicable.  Dispose of used PPE in the garbage or hazardous waste dependent on the specific protocol.

	13
	Perform routine practices (proper handwashing).

	Responsibilities, Completion and Review

	Performs all duties in accordance with established health and safety regulations/guidelines, policies and procedures (e.g. utilizing personal protective equipment and devices as per safe work procedures). Notifies Department Head or their designates (i.e. supervisors) and the Safety office  of all occurrences, injuries illnesses or safety and health concerns which are likely to harm themselves, their co-workers, or any others who enter the premises.


	Completed / Approved By (Supervisor):

	Date Completed:  

	Previous SWP Date:  ______________________

Revised [  ] :  Date:  _______________________


	Note:  This task will be monitored periodically to ensure compliance and effectiveness.


