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Chapter 1 - Tool Box Talks

1.1  Purpose

The purpose of Tool Box Talks/Work Group Safety Meetings is to provide a method for the dissemination of information to all employees regarding safety and health issues.

1.2  Regular Tool Box Talks

Regular Tool Box Talks/Work Group Safety Meetings demonstrate the [Company_Name]’s concern for the lives and well being of its employees. Tool Box Talks/Work Group Safety Meetings help build a cooperative climate by providing employees with the opportunity to contribute ideas, and to make suggestions that may improve quality, productivity, morale, and safety.

Safety education is required of all employees at all levels within the organization.  [Company_Name] will have a formalized safety training program to prevent accidents and to train employees to do their job safely. Scheduled, Tool Box Talks/Work Group Safety Meetings will be conducted [Safety_Meeting_Period]  just prior to starting work or at times deemed necessary by the Responsible Safety Officer or supervisory personnel.

1.3  Responsibilities

The [Title_of_Supervisor] will provide the direction and motivation to ensure that all managers conduct regular Tool Box Talks/Work Group Safety Meetings. 

Managers and Supervisory Personnel that conduct safety discussions will maintain a log of what was discussed and who attended the meeting.  This information shall be turned over to the Responsible Safety Officer on a weekly basis.

The Responsible Safety Officer shall be a resource for safety and health discussion topics, and shall keep all documentation of all training at a central location.

Employees are required to attend all Tool Box Talks/Work Group Safety Meetings.  In the event an employee misses a Tool Box Talk/Work Group Safety Meeting, the employee shall be given individual instruction by their supervisor concerning what was discussed/covered.  The supervisor shall document this “training session” and will provide the Responsible Safety Officer with this documentation.

1.4  Procedure: 

The Tool Box Talk/Work Group Safety Meeting is a method used by this Company to develop the employees’ safety awareness.  

1.5  Conducting Tool Box Talks/Work Group Safety Meetings

For greatest effectiveness, cover subjects that most interest the employees. These topics might include accidents, inspection results, the safety program, or a work procedure.

These safety meetings should last no longer than 15-30 minutes.  Ideally, the meeting would include time for active participation by employees; at the least, there should be a question and answer session.

Schedule meetings at the beginning of new operations to ensure that all of the employees are familiar with safe job procedures and the requirements of the upcoming work.  These meetings save a lot of time in the long run.

Tool Box Talks/Work Group Safety Meetings may be either motivational or instructional.  The motivational meeting creates awareness and aims at worker self protection.  The instructional meeting covers a particular job task or procedure.

The supervisor is the key management communicator for work groups, because he or she is most familiar with the individual workers and their work requirements.
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