
TOOL BOX TALKS 

How To Give A Tool Box Talk 

 

Communication is one of the best ways to prevent accidents. And one of the best ways of 
communicating the importance of safety on a construction job is through toolbox talks. 
You don't have to be a professional speaker to give a good toolbox talk. But there are 
ways you can make your talks more effective. Let's take a look at them. 
 
The Agenda 
 
Know your topic and plan your agenda a few days before the meeting so you're well 
prepared. (Be able to present the talk without reading it and lead a discussion afterward.) 
Wherever possible use actual equipment to illustrate your points. Coordinate hand-out 
literature or other material you intend to use at the meeting. 
 
Limit the length of your presentation. Given your operation, you would be the best judge 
of how much time to set aside. Generally speaking, a half-hour is adequate. Allow for 
questions and answers afterwards-about 15 minutes. 
 
Use visual examples. There's something to be said for "Seeing is believing." ff you're 
talking about ladders, have one handy so that you can point out such things as loose rungs 
or split side rails. If you plan to talk about the danger of using patched up hand tools, 
show a few samples. Consider a chisel with a mushroomed head; a hammer with a taped 
handle. 
 
Do a wrap-up. Reinforce the important points brought out during the meeting. Thank 
your staff for their interest and enthusiasm. 
 
The Format 
 
Staff the meeting out on a positive note. After welcoming your staff, promote team work 
and how toolbox meetings not only provide valuable information but give everyone the 
opportunity to get together and exchange ideas. Be sure to compliment a job well done. 
Morale plays a bigger part than people think in affecting productivity and job satisfaction. 
 
Keep it informal. Even though you may be using this resource as well as others, use your 
own words in making the actual presentation. For effective and rewarding results, do 
what's comfortable for you. 
 
Invite people to participate. The purpose of any toolbox talk is to get people to think 
about safety problems. Make the talk a hands-on session. Have your people name hazards 
and what to do about them. Encourage them to offer suggestions to improve safety. When 
asking questions, use open-ended questions instead of questions that require only a yes or 
no answer. 
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The Topic 
 
Choose timely topics. Gear your talks to safety problems you are encountering at the 
moment or that you anticipate in upcoming jobs. 
 
o Review recent injuries- 

 What happened? 
 Why did it happen? 
 What should have been done? 

 
o Review recent safety violations- 

 What was the violation? 
 What hazard did it create? 
 What injury could have occurred? 

 
o Review upcoming work schedule- 

 What hazards are you concerned about? 
 What safety equipment should be used? 
 What procedures should be followed? 

 
The Place and Time 
 
Hold the meeting in your work area. We recommend holding the meeting first thing in 
the morning or immediately after lunch when the workday will least be interrupted and 
the work area relatively quiet. 
 
Hold a toolbox meeting once a week to reinforce your company" philosophy that job 
safety is important. 
 
We hope our toolbox talks help you in the daily operations of your business. Keep them 
handy. Like any tool, they can" help unless you use them. If you have any questions, 
contact your EHS representative. 
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TOOLBOX TALKS 
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The ABCs of Chemical Exposure        ______________ 
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III: ELECTRICAL SAFETY 
Controlling Hazardous Energy - How Lockout and Tagout Protect You    ______________ 
First De- Energize         ______________ 
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Working Sensibly With Electricity        ______________  
The Importance of Electrical Grounding       ______________ 
Ground Fault Circuit Interrupters        ______________ 
Responding to Electrical Emergencies       ______________ 
It's Shocking - How Electricity Reacts With Your Body     ______________ 
Understand Conductivity - It Could Save Your Life      ______________ 
Portable Electrical Equipment        ______________ 
Cranes and Power Lines Don't Mix        ______________ 
Know the Dangers of Confined Spaces       ______________ 
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TOOLBOX TALKS 
TABLE OF CONTENTS (continued) 
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VI: FIFST AID 
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VII: OTHER HAZARDS 
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TOOL BOX TALKS 

How To Give A Tool Box Talk 

 

Communication is one of the best ways to prevent accidents. And one of the best ways of 
communicating the importance of safety on a construction job is through toolbox talks. 
You don't have to be a professional speaker to give a good toolbox talk. But there are 
ways you can make your talks more effective. Let's take a look at them. 
 
The Agenda 
 
Know your topic and plan your agenda a few days before the meeting so you're well 
prepared. (Be able to present the talk without reading it and lead a discussion afterward.) 
Wherever possible use actual equipment to illustrate your points. Coordinate hand-out 
literature or other material you intend to use at the meeting. 
 
Limit the length of your presentation. Given your operation, you would be the best judge 
of how much time to set aside. Generally speaking, a half-hour is adequate. Allow for 
questions and answers afterwards-about 15 minutes. 
 
Use visual examples. There's something to be said for "Seeing is believing." ff you're 
talking about ladders, have one handy so that you can point out such things as loose rungs 
or split side rails. If you plan to talk about the danger of using patched up hand tools, 
show a few samples. Consider a chisel with a mushroomed head; a hammer with a taped 
handle. 
 
Do a wrap-up. Reinforce the important points brought out during the meeting. Thank 
your staff for their interest and enthusiasm. 
 
The Format 
 
Staff the meeting out on a positive note. After welcoming your staff, promote team work 
and how toolbox meetings not only provide valuable information but give everyone the 
opportunity to get together and exchange ideas. Be sure to compliment a job well done. 
Morale plays a bigger part than people think in affecting productivity and job satisfaction. 
 
Keep it informal. Even though you may be using this resource as well as others, use your 
own words in making the actual presentation. For effective and rewarding results, do 
what's comfortable for you. 
 
Invite people to participate. The purpose of any toolbox talk is to get people to think 
about safety problems. Make the talk a hands-on session. Have your people name hazards 
and what to do about them. Encourage them to offer suggestions to improve safety. When 
asking questions, use open-ended questions instead of questions that require only a yes or 
no answer. 

CBS EH&S - Tool Box Talks Section Two - PPE



The Topic 
 
Choose timely topics. Gear your talks to safety problems you are encountering at the 
moment or that you anticipate in upcoming jobs. 
 
o Review recent injuries- 

 What happened? 
 Why did it happen? 
 What should have been done? 

 
o Review recent safety violations- 

 What was the violation? 
 What hazard did it create? 
 What injury could have occurred? 

 
o Review upcoming work schedule- 

 What hazards are you concerned about? 
 What safety equipment should be used? 
 What procedures should be followed? 

 
The Place and Time 
 
Hold the meeting in your work area. We recommend holding the meeting first thing in 
the morning or immediately after lunch when the workday will least be interrupted and 
the work area relatively quiet. 
 
Hold a toolbox meeting once a week to reinforce your company" philosophy that job 
safety is important. 
 
We hope our toolbox talks help you in the daily operations of your business. Keep them 
handy. Like any tool, they can" help unless you use them. If you have any questions, 
contact your EHS representative. 
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TOOLBOX TALKS 
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Hazard Communication Protecting - Your Health and Safety     ______________ 
Reading Material Safety Data Sheets - Effective Protection You Can Depend On   ______________ 
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II: PERSONAL PROTECTIVE EQUIPMENT 
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Choosing and Using Work Shoes - Safety Shoes and Boots     ______________ 
 
III: ELECTRICAL SAFETY 
Controlling Hazardous Energy - How Lockout and Tagout Protect You    ______________ 
First De- Energize         ______________ 
Keep Your Distance         ______________ 
Working Sensibly With Electricity        ______________  
The Importance of Electrical Grounding       ______________ 
Ground Fault Circuit Interrupters        ______________ 
Responding to Electrical Emergencies       ______________ 
It's Shocking - How Electricity Reacts With Your Body     ______________ 
Understand Conductivity - It Could Save Your Life      ______________ 
Portable Electrical Equipment        ______________ 
Cranes and Power Lines Don't Mix        ______________ 
Know the Dangers of Confined Spaces       ______________ 
Standing By at a Confined Space        ______________ 
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TOOLBOX TALKS 
TABLE OF CONTENTS (continued) 

 
IV: CONSTRUCTION SAFETY            DATE COMPLETED 
No Substitute for Safety         ______________ 
Accidents Cost Everyone         ______________ 
Beware of Those Sharp Pointed Objects       ______________ 
Always Be On The Lookout        ______________ 
Good Housekeeping Makes A Difference       ______________ 
No More Back Strains and Sprains        ______________  
Basic Back Saving Tips         ______________ 
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V: OFFICE SAFETY 
Safety Matters - Even In an Office        ______________ 
Watch Out for Office Avalanches        ______________ 
Bad Posture Blamed For Stress and Strain       ______________ 
The Office Is No Haven From Lifting Injuries      ______________ 
You Can Do Something About Eyestrain       ______________ 
Fire Safe in The Office         ______________ 
No Fall Insurance          ______________  
 
VI: FIFST AID 
Punctures and Impaled Objects        ______________ 
Poisoning          ______________ 
Heart Attack          ______________ 
Save Your Skin          ______________ 
 
VII: OTHER HAZARDS 
Horseplay Is No Joke         ______________ 
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Preventing "Cold Stress"         ______________ 
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The Hazards of Heat         ______________ 
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TOOL BOX TALKS 

How To Give A Tool Box Talk 

 

Communication is one of the best ways to prevent accidents. And one of the best ways of 
communicating the importance of safety on a construction job is through toolbox talks. 
You don't have to be a professional speaker to give a good toolbox talk. But there are 
ways you can make your talks more effective. Let's take a look at them. 
 
The Agenda 
 
Know your topic and plan your agenda a few days before the meeting so you're well 
prepared. (Be able to present the talk without reading it and lead a discussion afterward.) 
Wherever possible use actual equipment to illustrate your points. Coordinate hand-out 
literature or other material you intend to use at the meeting. 
 
Limit the length of your presentation. Given your operation, you would be the best judge 
of how much time to set aside. Generally speaking, a half-hour is adequate. Allow for 
questions and answers afterwards-about 15 minutes. 
 
Use visual examples. There's something to be said for "Seeing is believing." ff you're 
talking about ladders, have one handy so that you can point out such things as loose rungs 
or split side rails. If you plan to talk about the danger of using patched up hand tools, 
show a few samples. Consider a chisel with a mushroomed head; a hammer with a taped 
handle. 
 
Do a wrap-up. Reinforce the important points brought out during the meeting. Thank 
your staff for their interest and enthusiasm. 
 
The Format 
 
Staff the meeting out on a positive note. After welcoming your staff, promote team work 
and how toolbox meetings not only provide valuable information but give everyone the 
opportunity to get together and exchange ideas. Be sure to compliment a job well done. 
Morale plays a bigger part than people think in affecting productivity and job satisfaction. 
 
Keep it informal. Even though you may be using this resource as well as others, use your 
own words in making the actual presentation. For effective and rewarding results, do 
what's comfortable for you. 
 
Invite people to participate. The purpose of any toolbox talk is to get people to think 
about safety problems. Make the talk a hands-on session. Have your people name hazards 
and what to do about them. Encourage them to offer suggestions to improve safety. When 
asking questions, use open-ended questions instead of questions that require only a yes or 
no answer. 
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The Topic 
 
Choose timely topics. Gear your talks to safety problems you are encountering at the 
moment or that you anticipate in upcoming jobs. 
 
o Review recent injuries- 

 What happened? 
 Why did it happen? 
 What should have been done? 

 
o Review recent safety violations- 

 What was the violation? 
 What hazard did it create? 
 What injury could have occurred? 

 
o Review upcoming work schedule- 

 What hazards are you concerned about? 
 What safety equipment should be used? 
 What procedures should be followed? 

 
The Place and Time 
 
Hold the meeting in your work area. We recommend holding the meeting first thing in 
the morning or immediately after lunch when the workday will least be interrupted and 
the work area relatively quiet. 
 
Hold a toolbox meeting once a week to reinforce your company" philosophy that job 
safety is important. 
 
We hope our toolbox talks help you in the daily operations of your business. Keep them 
handy. Like any tool, they can" help unless you use them. If you have any questions, 
contact your EHS representative. 
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TOOLBOX TALKS 
TABLE OF CONTENTS 

 
I: HAZARD COMMUNICATION           DATE COMPLETED 
Hazard Communication Protecting - Your Health and Safety     ______________ 
Reading Material Safety Data Sheets - Effective Protection You Can Depend On   ______________ 
Understanding Hazmat Warning Labels       ______________ 
Pay Attention to Chemical Warning Labels       ______________ 
Chemical Spills and Leaks - Do You Know What to Do?     ______________ 
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Staying on the Safe Side of Oxidizers       ______________ 
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Packaging Your Hazmat Shipment        ______________ 
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II: PERSONAL PROTECTIVE EQUIPMENT 
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Respiratory Protection - Air Purifying Respirators      ______________ 
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Respiratory Protection - Maintaining Your Respirator      ______________ 
Choosing and Using Work Shoes - Safety Shoes and Boots     ______________ 
 
III: ELECTRICAL SAFETY 
Controlling Hazardous Energy - How Lockout and Tagout Protect You    ______________ 
First De- Energize         ______________ 
Keep Your Distance         ______________ 
Working Sensibly With Electricity        ______________  
The Importance of Electrical Grounding       ______________ 
Ground Fault Circuit Interrupters        ______________ 
Responding to Electrical Emergencies       ______________ 
It's Shocking - How Electricity Reacts With Your Body     ______________ 
Understand Conductivity - It Could Save Your Life      ______________ 
Portable Electrical Equipment        ______________ 
Cranes and Power Lines Don't Mix        ______________ 
Know the Dangers of Confined Spaces       ______________ 
Standing By at a Confined Space        ______________ 

CBS EH&S - Tool Box Talks Section Three
Electrical Safety



TOOLBOX TALKS 
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IV: CONSTRUCTION SAFETY            DATE COMPLETED 
No Substitute for Safety         ______________ 
Accidents Cost Everyone         ______________ 
Beware of Those Sharp Pointed Objects       ______________ 
Always Be On The Lookout        ______________ 
Good Housekeeping Makes A Difference       ______________ 
No More Back Strains and Sprains        ______________  
Basic Back Saving Tips         ______________ 
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Powered Hand Trucks         ______________  
Box Cutter Safety         ______________ 
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Protect Yourself From Overhead Hazards       ______________ 
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Covering Floor Openings         ______________  
Preventing Trench Wall Cave-ins        ______________  
 
V: OFFICE SAFETY 
Safety Matters - Even In an Office        ______________ 
Watch Out for Office Avalanches        ______________ 
Bad Posture Blamed For Stress and Strain       ______________ 
The Office Is No Haven From Lifting Injuries      ______________ 
You Can Do Something About Eyestrain       ______________ 
Fire Safe in The Office         ______________ 
No Fall Insurance          ______________  
 
VI: FIFST AID 
Punctures and Impaled Objects        ______________ 
Poisoning          ______________ 
Heart Attack          ______________ 
Save Your Skin          ______________ 
 
VII: OTHER HAZARDS 
Horseplay Is No Joke         ______________ 
Kitchen Hazards          ______________ 
Preventing "Cold Stress"         ______________ 
Conditions that Affect Driving        ______________ 
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TOOL BOX TALKS 

How To Give A Tool Box Talk 

 

Communication is one of the best ways to prevent accidents. And one of the best ways of 
communicating the importance of safety on a construction job is through toolbox talks. 
You don't have to be a professional speaker to give a good toolbox talk. But there are 
ways you can make your talks more effective. Let's take a look at them. 
 
The Agenda 
 
Know your topic and plan your agenda a few days before the meeting so you're well 
prepared. (Be able to present the talk without reading it and lead a discussion afterward.) 
Wherever possible use actual equipment to illustrate your points. Coordinate hand-out 
literature or other material you intend to use at the meeting. 
 
Limit the length of your presentation. Given your operation, you would be the best judge 
of how much time to set aside. Generally speaking, a half-hour is adequate. Allow for 
questions and answers afterwards-about 15 minutes. 
 
Use visual examples. There's something to be said for "Seeing is believing." ff you're 
talking about ladders, have one handy so that you can point out such things as loose rungs 
or split side rails. If you plan to talk about the danger of using patched up hand tools, 
show a few samples. Consider a chisel with a mushroomed head; a hammer with a taped 
handle. 
 
Do a wrap-up. Reinforce the important points brought out during the meeting. Thank 
your staff for their interest and enthusiasm. 
 
The Format 
 
Staff the meeting out on a positive note. After welcoming your staff, promote team work 
and how toolbox meetings not only provide valuable information but give everyone the 
opportunity to get together and exchange ideas. Be sure to compliment a job well done. 
Morale plays a bigger part than people think in affecting productivity and job satisfaction. 
 
Keep it informal. Even though you may be using this resource as well as others, use your 
own words in making the actual presentation. For effective and rewarding results, do 
what's comfortable for you. 
 
Invite people to participate. The purpose of any toolbox talk is to get people to think 
about safety problems. Make the talk a hands-on session. Have your people name hazards 
and what to do about them. Encourage them to offer suggestions to improve safety. When 
asking questions, use open-ended questions instead of questions that require only a yes or 
no answer. 
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The Topic 
 
Choose timely topics. Gear your talks to safety problems you are encountering at the 
moment or that you anticipate in upcoming jobs. 
 
o Review recent injuries- 

 What happened? 
 Why did it happen? 
 What should have been done? 

 
o Review recent safety violations- 

 What was the violation? 
 What hazard did it create? 
 What injury could have occurred? 

 
o Review upcoming work schedule- 

 What hazards are you concerned about? 
 What safety equipment should be used? 
 What procedures should be followed? 

 
The Place and Time 
 
Hold the meeting in your work area. We recommend holding the meeting first thing in 
the morning or immediately after lunch when the workday will least be interrupted and 
the work area relatively quiet. 
 
Hold a toolbox meeting once a week to reinforce your company" philosophy that job 
safety is important. 
 
We hope our toolbox talks help you in the daily operations of your business. Keep them 
handy. Like any tool, they can" help unless you use them. If you have any questions, 
contact your EHS representative. 
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TOOL BOX TALKS 

How To Give A Tool Box Talk 

 

Communication is one of the best ways to prevent accidents. And one of the best ways of 
communicating the importance of safety on a construction job is through toolbox talks. 
You don't have to be a professional speaker to give a good toolbox talk. But there are 
ways you can make your talks more effective. Let's take a look at them. 
 
The Agenda 
 
Know your topic and plan your agenda a few days before the meeting so you're well 
prepared. (Be able to present the talk without reading it and lead a discussion afterward.) 
Wherever possible use actual equipment to illustrate your points. Coordinate hand-out 
literature or other material you intend to use at the meeting. 
 
Limit the length of your presentation. Given your operation, you would be the best judge 
of how much time to set aside. Generally speaking, a half-hour is adequate. Allow for 
questions and answers afterwards-about 15 minutes. 
 
Use visual examples. There's something to be said for "Seeing is believing." ff you're 
talking about ladders, have one handy so that you can point out such things as loose rungs 
or split side rails. If you plan to talk about the danger of using patched up hand tools, 
show a few samples. Consider a chisel with a mushroomed head; a hammer with a taped 
handle. 
 
Do a wrap-up. Reinforce the important points brought out during the meeting. Thank 
your staff for their interest and enthusiasm. 
 
The Format 
 
Staff the meeting out on a positive note. After welcoming your staff, promote team work 
and how toolbox meetings not only provide valuable information but give everyone the 
opportunity to get together and exchange ideas. Be sure to compliment a job well done. 
Morale plays a bigger part than people think in affecting productivity and job satisfaction. 
 
Keep it informal. Even though you may be using this resource as well as others, use your 
own words in making the actual presentation. For effective and rewarding results, do 
what's comfortable for you. 
 
Invite people to participate. The purpose of any toolbox talk is to get people to think 
about safety problems. Make the talk a hands-on session. Have your people name hazards 
and what to do about them. Encourage them to offer suggestions to improve safety. When 
asking questions, use open-ended questions instead of questions that require only a yes or 
no answer. 
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The Topic 
 
Choose timely topics. Gear your talks to safety problems you are encountering at the 
moment or that you anticipate in upcoming jobs. 
 
o Review recent injuries- 

 What happened? 
 Why did it happen? 
 What should have been done? 

 
o Review recent safety violations- 

 What was the violation? 
 What hazard did it create? 
 What injury could have occurred? 

 
o Review upcoming work schedule- 

 What hazards are you concerned about? 
 What safety equipment should be used? 
 What procedures should be followed? 

 
The Place and Time 
 
Hold the meeting in your work area. We recommend holding the meeting first thing in 
the morning or immediately after lunch when the workday will least be interrupted and 
the work area relatively quiet. 
 
Hold a toolbox meeting once a week to reinforce your company" philosophy that job 
safety is important. 
 
We hope our toolbox talks help you in the daily operations of your business. Keep them 
handy. Like any tool, they can" help unless you use them. If you have any questions, 
contact your EHS representative. 
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TOOL BOX TALKS 

How To Give A Tool Box Talk 

 

Communication is one of the best ways to prevent accidents. And one of the best ways of 
communicating the importance of safety on a construction job is through toolbox talks. 
You don't have to be a professional speaker to give a good toolbox talk. But there are 
ways you can make your talks more effective. Let's take a look at them. 
 
The Agenda 
 
Know your topic and plan your agenda a few days before the meeting so you're well 
prepared. (Be able to present the talk without reading it and lead a discussion afterward.) 
Wherever possible use actual equipment to illustrate your points. Coordinate hand-out 
literature or other material you intend to use at the meeting. 
 
Limit the length of your presentation. Given your operation, you would be the best judge 
of how much time to set aside. Generally speaking, a half-hour is adequate. Allow for 
questions and answers afterwards-about 15 minutes. 
 
Use visual examples. There's something to be said for "Seeing is believing." ff you're 
talking about ladders, have one handy so that you can point out such things as loose rungs 
or split side rails. If you plan to talk about the danger of using patched up hand tools, 
show a few samples. Consider a chisel with a mushroomed head; a hammer with a taped 
handle. 
 
Do a wrap-up. Reinforce the important points brought out during the meeting. Thank 
your staff for their interest and enthusiasm. 
 
The Format 
 
Staff the meeting out on a positive note. After welcoming your staff, promote team work 
and how toolbox meetings not only provide valuable information but give everyone the 
opportunity to get together and exchange ideas. Be sure to compliment a job well done. 
Morale plays a bigger part than people think in affecting productivity and job satisfaction. 
 
Keep it informal. Even though you may be using this resource as well as others, use your 
own words in making the actual presentation. For effective and rewarding results, do 
what's comfortable for you. 
 
Invite people to participate. The purpose of any toolbox talk is to get people to think 
about safety problems. Make the talk a hands-on session. Have your people name hazards 
and what to do about them. Encourage them to offer suggestions to improve safety. When 
asking questions, use open-ended questions instead of questions that require only a yes or 
no answer. 
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The Topic 
 
Choose timely topics. Gear your talks to safety problems you are encountering at the 
moment or that you anticipate in upcoming jobs. 
 
o Review recent injuries- 

 What happened? 
 Why did it happen? 
 What should have been done? 

 
o Review recent safety violations- 

 What was the violation? 
 What hazard did it create? 
 What injury could have occurred? 

 
o Review upcoming work schedule- 

 What hazards are you concerned about? 
 What safety equipment should be used? 
 What procedures should be followed? 

 
The Place and Time 
 
Hold the meeting in your work area. We recommend holding the meeting first thing in 
the morning or immediately after lunch when the workday will least be interrupted and 
the work area relatively quiet. 
 
Hold a toolbox meeting once a week to reinforce your company" philosophy that job 
safety is important. 
 
We hope our toolbox talks help you in the daily operations of your business. Keep them 
handy. Like any tool, they can" help unless you use them. If you have any questions, 
contact your EHS representative. 
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TOOL BOX TALKS 

How To Give A Tool Box Talk 

 

Communication is one of the best ways to prevent accidents. And one of the best ways of 
communicating the importance of safety on a construction job is through toolbox talks. 
You don't have to be a professional speaker to give a good toolbox talk. But there are 
ways you can make your talks more effective. Let's take a look at them. 
 
The Agenda 
 
Know your topic and plan your agenda a few days before the meeting so you're well 
prepared. (Be able to present the talk without reading it and lead a discussion afterward.) 
Wherever possible use actual equipment to illustrate your points. Coordinate hand-out 
literature or other material you intend to use at the meeting. 
 
Limit the length of your presentation. Given your operation, you would be the best judge 
of how much time to set aside. Generally speaking, a half-hour is adequate. Allow for 
questions and answers afterwards-about 15 minutes. 
 
Use visual examples. There's something to be said for "Seeing is believing." ff you're 
talking about ladders, have one handy so that you can point out such things as loose rungs 
or split side rails. If you plan to talk about the danger of using patched up hand tools, 
show a few samples. Consider a chisel with a mushroomed head; a hammer with a taped 
handle. 
 
Do a wrap-up. Reinforce the important points brought out during the meeting. Thank 
your staff for their interest and enthusiasm. 
 
The Format 
 
Staff the meeting out on a positive note. After welcoming your staff, promote team work 
and how toolbox meetings not only provide valuable information but give everyone the 
opportunity to get together and exchange ideas. Be sure to compliment a job well done. 
Morale plays a bigger part than people think in affecting productivity and job satisfaction. 
 
Keep it informal. Even though you may be using this resource as well as others, use your 
own words in making the actual presentation. For effective and rewarding results, do 
what's comfortable for you. 
 
Invite people to participate. The purpose of any toolbox talk is to get people to think 
about safety problems. Make the talk a hands-on session. Have your people name hazards 
and what to do about them. Encourage them to offer suggestions to improve safety. When 
asking questions, use open-ended questions instead of questions that require only a yes or 
no answer. 

CBS EH&S - Tool Box Talks Section Seven
Other Hazards



The Topic 
 
Choose timely topics. Gear your talks to safety problems you are encountering at the 
moment or that you anticipate in upcoming jobs. 
 
o Review recent injuries- 

 What happened? 
 Why did it happen? 
 What should have been done? 

 
o Review recent safety violations- 

 What was the violation? 
 What hazard did it create? 
 What injury could have occurred? 

 
o Review upcoming work schedule- 

 What hazards are you concerned about? 
 What safety equipment should be used? 
 What procedures should be followed? 

 
The Place and Time 
 
Hold the meeting in your work area. We recommend holding the meeting first thing in 
the morning or immediately after lunch when the workday will least be interrupted and 
the work area relatively quiet. 
 
Hold a toolbox meeting once a week to reinforce your company" philosophy that job 
safety is important. 
 
We hope our toolbox talks help you in the daily operations of your business. Keep them 
handy. Like any tool, they can" help unless you use them. If you have any questions, 
contact your EHS representative. 
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