
Your Construction Safety Meeting/”Tool Box Talks”

Preparing & Presenting

We all know it is important to hold safety meetings at our job sites on a regular basis ( at least once per month) and to document attendance and topics.  Keeping your employees interested and involved in your training sessions places a burden on you to be prepared ahead of time.  

There are many goals during these safety meetings and short “Tool Box Talks”:

· To avoid preventable worker injuries. 

· To re-enforce the importance of constant job-site safety to your employees.

· Creating an automatic “Safety Culture” attitude on the job-site.

· To establish that management is committed to worker safety.

· To educate and refresh workers about company safety standards.

· To comply and document various federal and state regulations.

It is always more interesting to add examples of good safety practices, employee participation, as well as examples of what can happen when safe practices are not followed.  The following checklist is presented to assist you as you prepare and present your safety meeting/tool box talk:

1) Select topics that are relevant to the work being performed. Workers will be able to apply the safety measures immediately and follow with more interest.

2) Familiarize yourself with the topic ahead of time creating self-confidence during your presentation. Gather training aids; use printed materials to hand out and demonstration equipment such as harnesses.

3) No one likes to be read to. It’s boring and workers loose interest quickly.  Talk direct to the workers, use good eye contact, and involve them in the discussions and demonstrations.

4) Keep your Tool Box Talk within 10 minutes, and stay on time.  Present one safety subject at a time and try to carry unfinished discussions over to the next meeting.  Keep discussions focused on the subject you are presenting.

5) Conclude your talk with a summary of the important points and how workers will apply your safety talk to the everyday worksite.  Confirm that workers understand the topic discussed and are clear on how to apply your safety talk to their job-site.

Attendance forms are a very important tool in documenting your compliance with required regulations as well as reference forms for your use in preparing for future Safety Meetings or Tool Box Talks.  A sample Attendance Form is attached for your use.
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