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TOOLBOXTALK
GUIDELINES

GUIDELINES TO A PRODUCTIVE TOOLBOX TALK 
Communication is one of the best ways to prevent 

accidents. One of the best ways of communicating the 

importance of safety on a construction job is through 

PLANNING THE TOOLBOX TALK 
 

 

to present the topic without reading it and lead a 

discussion afterward.)

 

or equipment you intend to use at the meeting.

 

adequate. Allow for questions and answers afterwards—

THE TOPIC 

you are encountering at the moment or that you 

anticipate for upcoming jobs.

 

 

 

 

THE FORMAT 
Start the meeting out on a positive note.

 

how toolbox meetings provide valuable information  

and give everyone the opportunity to get together and 

exchange ideas.

 

productivity and job satisfaction.

Do a wrap-up. Reinforce the important points brought out 

 

last impression.

Thank your staff for their interest and enthusiasm.

Ask the participants to print and sign their names on the 

form at the end of the toolbox talk. This will help you track 

who has received the training.

HOW TO GIVE A TOOLBOX TALK 

presentation.

for you.

 

your points.

 ◦
you can point out such things as loose rungs or split  

side rails.

 ◦

mushroomed head or a hammer with a taped handle.

 

talk is to get people to think about safety problems.

Make the talk a hands-on session. Have your people name 

open-ended questions instead of questions that require only 

a yes or no answer. Listen to your employees and find out if 

further training is needed.

THE PLACE AND TIME 
Hold the meeting in your work area first thing in the 

morning or immediately after lunch when the workday will 

least be interrupted and the work area is relatively quiet.

Hold a toolbox meeting once a week to reinforce your 

Toolbox talks will help you in the daily operations of your 

unless you use them.


