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SUMMARY: 

The following document will provide details on the process of submitting and reviewing a Worksite 
Hazard Inspection Request.  Job Hazard Assessment is the process of assessing a task for potential 
hazards so workers can be protected.  Identifying hazards is necessary because safe work practices, 
training, or hazard controls can’t be implemented without knowing what hazards are present. 

NAU HR policy 5.03 Safety requires that supervisors maintain a safe work environment by identifying 
and assigning appropriate training, safe work practices, and equipment. The JHA process is the best way 
to ensure and document adherence to HR safety policy and OSHA worker safety requirements. 

If you would like assistance assessing your task, you may request an EHS-Assisted Hazard assessment 
through the Worksite Hazard Inspection Request system. (Private and incognito browser window 
recommended.) The hazard inspection report will contain a summary of hazards which need to be 
addressed but may not include specific details for hazard prevention unless actual work practice plans 
are included in the submittal. EHS will then work with you to design appropriate hazard controls. 

SERVICENOW PROCESSES: 

After reviewing this document, the user will have an understanding on: 

• Submitting a Worksite Hazard Inspection Request through ServiceNow

https://nau.edu/university-policy-library/hr_5-03/
https://servicenow.nau.edu/esc?id=sc_cat_item&sys_id=084392ff2b34875059f5fc05e391bfb0
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1. Submitting a Worksite Hazard Inspection Request

This section demonstrates how to submit a Worksite Hazard Inspection Request through ServiceNow 
Portal. 

(*) Required Field 

Submitter Information Section: (*) 

Step 1: Click on the link below.  Even if submitter is on campus, you must be logged in within VPN 

Worksite Hazard Inspection Request Form 

Once CAS authentication credentials are complete, the following page will appear. 

The submitter information will populate based on the CAS credentials 

• Requestor Information *

https://servicenow.nau.edu/esc?id=sc_cat_item&sys_id=084392ff2b34875059f5fc05e391bfb0
https://servicenow.nau.edu/esc?id=sc_cat_item&sys_id=084392ff2b34875059f5fc05e391bfb0
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Step 2: Submittal Date  

Date will default to submission date 

Step 3: Affected Facility / Area Information Section: 

Complete the following fields 

• Project Reference or Work Order Number *

• Project Name

• Start Date *
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• Which of the following areas will be disturbed (Select all that apply)

• Who is performing the work? *
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• Building Lookup * 

If “Non-building or off- campus related request” is not selected, select the Building Lookup 

 

 

 

 

 

 

• Location/Room Number included in scope of work * 
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• Describe in detail the nature of the work required *

• Describe any demolition of load bearing components *
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Step 4: Review the Inspection Timeframes 

Step 5: Select Submit 
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Example of Worksite Hazard Inspection Form:  
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3. Example Emails within Lifecycle of Request

This section details email notifications within the lifecycle of the request 

3A – INTIAL EMAIL SENT TO REQUESTOR ONCE SUBMISSION HAS BEEN SUCCESSFUL 
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3B – INTIAL EMAIL SENT TO REQUESTOR ONCE SUBMISSION HAS BEEN SUCCESSFUL  
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3C – INTIAL EMAIL SENT TO EH&S THAT A NEW REQUEST HAS BEEN SUBMITTED FOR REVIEW 
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3D – EMAIL SENT TO REQUESTOR THAT THE REQUEST IS COMPLETE AND CLOSED 
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3E – EMAIL SENT TO REQUESTOR THAT THE REQUEST IS COMPLETE AND CLOSED 

INCLUDED WORKSITE INSPECTION REPORT 

 

 

 

 

 

 

 

 

 

 

  

 

 



P a g e  | 17 

ServiceNow Worksite Hazard Inspection Request Form              September 11, 2026 

EXAMPLE OF WORKSITE HAZARD INSPECTION REPORT 
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