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RISK MANAGEMENT 

The below risks/hazards are not exhaustive; prior to commencing any work you must identify any risks and 

ensure controls have been put in place to reduce the risk of injury, harm, damage (including environmental) or 

adverse business impact. If you are unsure of; what PPE to use, the required safety procedures, what steps are 

required to reduce the risk (safety or business risk) or you have any concerns please contact your supervisor 

BEFORE commencing work. 

RISKS / HAZARDS CONTROLS 

Staff members not aware of safety procedures. Regularly review company policies during toolbox talks to increase 
awareness. 

Site specifics hazards & staff feedback Discuss and create action plans to address site specific hazards. 

Various Schedule regular toolbox talks to address various risks and provide 
control measures.  

INTRODUCTION 

A toolbox talk is a formal or informal meeting you arrange with your employees to tell them about safety and 

operational matters. It is also an opportunity for you to hear the views and insights of your employees. These 

meetings are generally short in duration and conducted on site. 

When running a toolbox talk, you should consider allowing a specific amount of time, making sure you allow 

enough time to get through all the topics on your list and for your employees to provide input. Remember that 

you’re trying to encourage two-way communication as it helps to get the message across. While you don’t 

want to cut short useful discussions, you might need to talk to individuals outside of the toolbox talk to deal 

with specific issues. 

PROCEDURE STEPS OR METHOD 

Plan a time for your toolbox talk that minimises impact on shifts while maximising the amount of employees 

available to attend. This might mean you need to schedule the meeting for early mornings or late evenings. 

Give at least one week’s notice to employees that a toolbox talk has been scheduled. If you have a site where 

you plan to hold regular toolbox talks, consider putting a laminated poster on the wall where the date of the 

next toolbox talk can be advertised using a whiteboard marker (please see example at the end of this 

procedure).  

Prepare your toolbox talk. The best way to make sure everything is 

covered is to write down a simple agenda allowing time for each of 

the topics you wish to cover. You might like to start by referring back 

to the previous toolbox talk to determine if anything is still 

outstanding. The following is an example of an agenda. 

Review the material for your main topic. You can refer to the library of HT Toolbox Talks that are saved on the 

Operations drive or discuss creating a site-specific toolbox talk with the Operations Support Manager.  

Prepare an attendance form that can be filled in to show who was present. This is important as it creates a 

record of whether a staff member was notified of any new safety initiatives or incidents. Refer to Safety Culture 

for the Toolbox Talk template, which can be completed and emailed to Operations Administration for filing. 

Allow some time at the end for staff to raise any new issues or topics that can be discussed at the next meeting. 

REVIEW 

Please amend to suit. This procedure is to be reviewed every one / two year(s). 

TOOLBOX TALK AGENDA: 7 NOV 2024 

Meeting start time: 06:00 am 

1. Outstanding issues 
2. Toolbox topic – Manual Handling 
3. Site specific discussion 
4. Staff feedback 



 

 

 

 

TOOLBOX TALKS 

Please contact your Area Manager if you have any questions. 

AREA MANAGER NAME 

PHONE NUMBER 

NEXT TOOLBOX TALK 

 

 
DATE &TIME 

 
LOCATION 

 

 

 
TOPIC 

 

 

 


