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Guidance Notes

Introduction

A Toolbox talk is an important part of site safety management.  It is a method of conveying important safety information to all employees and contractors.  It can also be used to convey information on specific work related issues.  By asking questions and taking note of the answers given, and recording suggestions made, a project may be helped to run both safely and efficiently.

Content

The Toolbox talk should contain Safety information and Safe Working Procedures relevant to the work being carried out or about to be undertaken.  Existing, new and foreseeable hazards must be discussed. 

Specific topics should be covered if failings in certain areas have been highlighted on recent ‘Site Safety Walks’, for example, no safety harness being worn when working at height should lead to this topic being given time for discussion. 

Method Statements, Risk Assessments and Permits should be discussed under work related matters.  Are people aware of agreed methods of working?  The risks they are exposed to and the name of the competent person holding any relevant Safety Documentation or permits?

Areas of change to the project should also be noted.  Examples would be if the boundaries of a CDM area had changed or a particular piece of equipment, that had previously been worked on had become ‘live’.

Preparation

Allow time to prepare for a Toolbox Talk, familiarise and list topics that are to be discussed.  Keep to brief critical facts If too much information is included the points being made will not be remembered. 

Delivery

The Toolbox Talk should be held in company time.  Distractions should be avoided and complete attendance and attention of all personnel is required.

The aim of holding a Toolbox Talk is for all present to remember and understand the information given to them.  The following points may help in delivery:

· The Toolbox talk is not a lecture, it should be viewed as a discussion group, especially when dealing with experienced employees – people will remember discussed points over a list of facts. 

· A good beginning and ending are important – these will be remembered.

· Split the delivery into stages, asking questions at each stage – if people lose interest in the discussion they will not remember the points being made.

· The attitude of the speaker is important; enthusiasm for the subject must be conveyed to audience.  This will help to gain and keep attention of everyone involved.

· Be positive - this will come from good preparation

· Be firm – get the points across, do not become side tracked

· Be confident – Look at people, involve them in the talk

· Be serious – Health and Safety is a serious business, the overall approach to the discussion should reflect this.

· Ask questions, pause to allow people to think then select someone to answer – try to involve everyone.

· Listen to answers – it will help to gauge the general understanding of the subject.

Never assume you have all the knowledge on the subject, questions you cannot answer, at the time, will show later that you are open to gathering information for the Health and Safety of your site personnel.

Conclusion

Record information and important points on the form provided.  All present should sign the attendance register.  Use the information gathered, feedback is always important.  Communication is a useful tool for operating a safe and efficient work place. Note: A Toolbox Talk is method of conveying information to individuals who already have knowledge and information on a subject.  It should never be used as a substitute for formal training or instruction.
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