How to Deliver a Safety Talk / Tool Box Meeting

How to Include items related to current Safety Talks (Toolbox Talks) aren't
YT or upcoming work, recent only for construction workers!
— safety issues or incidents or
Safety Talk other tropical items. Safety is important for every
business, even those that look 'safe'.
Office workers need help to manage
/
Degide on a topic for the talk eye strain, ergonomics, lighting,
Prepare so that you are up manual handling, electrical hazards,
lenstto; R £ to date on the topic, can wellness/fitness, back problems,
Sy opic esearc. = //*"‘ make it relevant to your repetitive movement, etc. Safety
for the talk topic workplace, and can guide extends well beyond working on
discussion on the topic. scaffolds or working with machinery,
tools or equipment.
Prepare for the talk
Arrange a date, Notify team Print attendance
time and venue members of the sheet for the talk
for the talk date, time & venue Ranaae
sheet
Conduct the safety talks Make your focus on safety 'real' by
; discussing improvements or changes
Welcome Discuss outcomes/ Intred cEthe noted since the previous toolbox talks.
changes from :
everyone - : current topic
previous topic(s) For example:
\ * Since our last talk, more people are...
==t | *  We've only had... since we talked
v T about...
Relate the topic Promote discussion * We've now trained everyone in...
to work — ensure ConductQ & A * IEs@icatiosce everyanes:
performed understanding * (i.e. doing the right thing)

Update attendance sheet
everyone signs

Attendance

sheet

you may need to keep these
" attendance sheets to show
that you have met your WHS

obligations.
Safety Talk
v Completed
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ConductQ & A m\ Depending on your industry,




