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Tool Box Safety 


Periodic "tool box meetings" can be held by the job supervisor, foreman, or lead mechanic. 
Questions and discussions are to be encouraged without introducing complaints or other such 
topics. Tool box meetings are to be: 

• 	 Short - a maximum of fifteen (15) minutes; 

• 	 limited to one or two topics; and 

• 	 Document - record the date, employees in attendance, topics discussed and any 
follow-up measures taken. The appropriate safety management personnel must sign 
and date such documentation. A copy of the Tool Box - Tail Gate Safety Meeting 
Form is included. These reports should be collected and retained within the 
Company's safety files. 

Guidelines for Safety Training Meetings 

The Safety Manager is are responsible for preparing and conducting a safety training meeting on 
a periodic basis. 

These meetings are the backbone of the Merritt Properties safety training program. It is proven 
that those work locations at which good meetings are conducted attain better safety records than 
those with unstructured, unplanned or no safety meetings. 

To assist in material preparation and the presentation ofa safety training meeting, the following 
guidelines are provided. 

1. Preparing for the Meeting 

• 	 Select the topic for the meeting several days in advance so that you have a chance 
to become familiar with the subject. You should be able to present the talk in a 
convincing manner without reading it. 

• 	 Ifpossible, schedule the meeting at the same basic time and hold it in the work 
area. These meetings are generally 5 to ] 5 minutes long, so seating is not 
important. However, make sure everyone can easily see and hear you. A good 
time to hold the meeting ifjust after shift begins or immediately following a lunch 
break. 

• 	 Just before the meeting, gather all materials andlor equipment you need. When possible, 
use actual demonstrations to illustrate your point. For example, ifyou're 
talking about fire extinguishers, have one to display and demonstrate its use. Have 
a mushroomed toolhead or a broken hammer handle to show how they can cause 
accidents. Ifnecessary, get someone to help you. 
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2. Conducting the Meeting 

• 	 Start on time. You may lose interest ifunnecessary delays occur. 

• 	 Make the meeting short and to the point. However, if you get a good discussion 
point, use discretion about ending it too soon. 

• 	 Start with meeting by complimenting the employees on some recent good work. 

• 	 Give the talk in your own words. 

• 	 Get your employees to participate in the meeting. The purpose ofthese meetirigs 
is to get workers to think about safety problems. Encourage them to offer 
suggestions for improving safety in the work area or your craft. 

• 	 Maintain control. Do not allow the meeting to develop into a wasteful, time 
consuming "bull session". 

Suggested Safety Training Topics 

1. What Employees Should Know 

• 	 Company Safety Policies 

• 	 Rights and Responsibilities 

• 	 Safety as a part ofemployee performance 

• 	 Lockoutltagout procedures 

• 	 Electrical Safety 

• 	 Personal Protective equipment 

• 	 Hazard recognition and avoidance 

• 	 Hazard Communication Program 

• 	 Rigging and signaling 

• 	 Parking and traffic patterns 

• 	 Confined space entry 

• 	 Reporting unsafe acts and conditions 

• 	 Reporting occupational injuries and illnesses 
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2. What Supervison Should Know 

• Company safety policy and procedures 

• Applicability ofaccident/injury statistics 

• Safety resources 

• Lockoutltagout procedures 

• Reporting and correcting unsafe conditions/acts 

• Disciplinary process 

• Accident/injury investigation 

• Major work hazards 

• Written safety/accident reports 

• Job safety analysis 

• How to conduct safety meetings 

• Hazard recognition and avoidance 

• Hazard communication program 

• Training procedures 
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