JOB HAZARD ANALYSIS

	Task:
	Handling Cash and Taking Cash to Bank

	Name of Shop or Dept:
	Reception / Accounting

	Job Title(s):
	Accounting

	Analyzed by:
	Lorraine Cahill

	Date:
	June 19, 2012

	Required PPE:

	Cell phone

	Required/Recommended Trainings:

	none

	TASK
	HAZARDS
	CONTROLS

	1. Counting cash and cheques for deposit.
	1. Could attract person(s) with criminal intent.

	1. Avoid counting money, particularly cash, if there are a lot of people in the showroom.  If time is an issue prepare deposit in a more private area, such as accounting on mezzanine.

	2. When deposit is ready drive to the bank(s).
	1. automobile collision.
2. Could be confronted by  individual who knows that you take deposit to the bank on a daily basis and who wants to take deposit bag from you either getting out of the car at the bank or when stopped at a traffic light. 


	1. If possible, place bank deposit in locked glove box or trunk of vehicle until particulars have been exchanged with other driver(s).
2. If more serious accident and you have been injured and are being transported to hospital, bank deposit will be transported with you along with your purse.   Someone in accounting is aware of when you leave the dealership and when you should return, so if there is an excessive delay in your return we would contact the nearest hospital emergency room.
1. Should you be approached by someone with criminal intent do not resist them, just hand over the bank bag to them and try to remember their vehicle make with license plate if possible.  Under no circumstance do you attempt to resist them from taking the bank bag from you.

2. In order to avoid someone with criminal intent go to the bank at different times of the day.  Do not keep to a regular daily routine.

3. Before getting out of vehicle look around for suspicious looking persons and watch while driving if someone appears to be following you.
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Name (print):______________________________________________________

Position: __________________________________________________________

Date: ____________________________________________________________

Signature: ________________________________________________________
