TOOL BOX TALKS

Introduction

Tool Box Talks have been adopted on an industry wide basis and are clearly recognised by Enforcing Authorities as a means for communicating information relating to Health, Safety and Welfare in the workplace to those who have a need to know.

The image that is conjured up is that of a local Manager standing in front of those in his immediate charge and talking to them about relevant Health & Safety issues.  Being able to gauge their response and reactions and ensuring that a clear understanding is achieved in order to prevent an accident or incident.

Aims and Objectives

· Tool Box Talks are an effective way in which to communicate to employees and others who may be affected by a company’s working practices, acts or omissions, any issues relevant to their health, safety and well-being.

· They are a means of communicating the message to the target audience, quickly, effective and accurately avoiding misinterpretation, under or over exaggeration.

· The aim is to delivery the message through the chain of descending management command and in a tone and manner to which the recipient can understand and relate.

· Aim to facility a rapid response to identified safety defects or unsafe working practices.

· Aim to provide the opportunity to gain feedback and a measured response / reaction from the target audience and possibly to identify further training needs.

· Provides a means for employers to prove that a system for internal communication of factors relating to health, safety and welfare issues is in place and operating effectively.

Principles and Practice

· The Tool Box Talk co-ordinator(s) will determine the programme.

· A pre-planned list of topic areas could be prepared in advance to cover key risk areas and in order of priority.  Allowance should be made for interruptions to the programme should any new or important issues arise.

· An effective scheme for delivery would involve:-  Directors, Managers, Supervisors, Chargehands and Team Leaders.

· Basic training / details should be provided to all those involved in the scheme.  Training to include:- the principles and practice of the scheme and the practical delivery of Tool Box Talks.

· Administrative support is necessary to prepare and record the health and safety message and to register and respond to any feedback.

· Tool Box Talks will be triggered by introductions, changes or revocations to working practices, legislation or workplace risk assessments.  Upon learning of accidents, incidents or dangerous occurrences and the lessons learned from them.

· All those taking part in the scheme must be fully committed.

Arrangements

· A Tool Box Talk proforma (Appendix 1) is the vehicle for carrying the detail of the message.  For recording the date and time of delivery and the name of the presenter.  For the recording of any feedback and the signatures of the recipients.

· The content should be bullet point, short yet factual and relevant.

· The written text should be self explanatory so as to allow the Tool Box Talk presenters to delivery the message accurately and unambiguously.

· The talk should be delivered in or around the place of work but with the full attention of the target audience.  In a position of safety and with operations around them stopped.

· The timing should reflect the working hours and shift patterns and avoid running over into free time.

· They should become a regular feature ideally delivered on a weekly basis.  This could be a set time or day of the working week.

· Delivery should take no longer than ten to fifteen minutes (ideally shorter if possible).

· Note of any feedback should be recorded on the same proforma as should the names / signatures of those in attendance.

· Tool Box Talk reports should be returned to the co-ordinator upon completion, who should then respond to the feedback including replying to the originator.

· Tool Box Talk report forms should be retained in chronological order as they could be later recalled as a means of proving a company’s means of communication / training.

TOOL BOX TALKS -
SUGGESTED TOPIC AREAS

· Managers, Supervisors and Employees - Health and safety responsibilities

· Employers arrangements for securing health and safety in the workplace

· Basic responsibilities under health and safety regulations to carry out workplace risk assessments

· What are risk assessments and what is the role of an employee

· Specific topic areas of risk assessment

· Basic responsibilities under COSHH to carry out risk assessments

· Maintaining engineering controls ie LEV systems

· Chemical and material handling and storage

· The findings of fire risk assessments

· Fire prevention measures including smoking controls

· Workplace welfare including provision and maintenance of facilities

· Personal hygiene

· Good housekeeping / waste management

· Accident and incident reporting procedures

· Remedial actions following an accident or incident

· Prevention of tripping and falling type accidents

· Defect reporting

· Disciplinary procedures

· Issue and maintenance of PPE / RPE

· Wearing of specific items of PPE / RPE

· Advising of new projects where relevant to health and safety

· Introduction to and adhering to safe working practices

· Announcing results of any testing or sampling regimes

· Individual work related activities

· Fork lift truck safety

· Traffic management including vehicle reversing

· Safe slinging

· The need for good personal positioning

· Storage and handling of gas cylinders

· Safe working at height

· Safe use of racking as a storage facility

· Racking inspections and defect reporting

· Woodworking

· Training and authorisations for use of specific plant or item of equipment
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