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Toolbox Talks: Short Safety Discussions
Toolbox talks refer to short safety discussions or reminders, typically led by supervisors 
during informal or formal meetings. The term “toolbox talk” originates from supervi-
sors on a construction site gathering employees around toolboxes at the beginning of 
a shift to discuss the common hazards of the day’s activities and how to work safely. 
Toolbox talks have now spread far beyond the construction site to a wide variety of 
occupations and topics, and go by diff erent names, for example Quick Takes on Safety. 
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Taking typically fi ve to 10 minutes, these discus-
sions help bring safety to the forefront of employees’ 
minds during the day. 

These short training sessions could discuss fatigue 
with plow operators before a major snow storm, 

Toolbox Talks vs. Other Training 
Toolbox talks (Quick Takes on Safety or other short train-

ing sessions) should not be used to replace introductory 

or refresher training designed to cover materials more in 

depth, introduce new procedures or skills and incorporate 

more detailed checks for understanding. Toolbox talks are 

best used to supplement initial and refresher training.

power cord management with a group of social ser-
vices employees or housekeeping reminders for the 
sheriff ’s offi ce. 

Regularly conducting these short training sessions 
demonstrates a commitment to safety on the part of 
the supervisor and other leaders. The sessions work 
well when employees have an opportunity to ask 

questions and time is provided for discussions 
after instruction. 

During the discussion, employees can 
raise safety concerns and solutions, 
and suggest future topics that employ-
ees feel are relevant. As employees 
participate in discussions, some may 
even volunteer to lead future sessions. 
Although often given by supervisors, 
other employees can lead the discussion, 
which reinforces the concept that safety 
is everyone’s responsibility.

Organizations should encourage every 
department to incorporate a short 
safety talk at every employee meeting. 
They can be implemented and deliv-
ered quickly. 

GOING FURTHER
Toolbox talks work well with other safe-
ty culture tools. For example:

• Showing a safety video for a short 
training discussion can generate a 
good discussion. 

• Conducting a safety audit or walk-
through of a particular piece of 
machinery after conducting a short 
training session about the equip-
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   RESOURCES

Short training sessions are relatively easy to 
create for individuals knowledgeable on a 
subject matter. Supervisors and employees 
should be encouraged to create their own. 

• Quick Takes on Safety and Employee Handouts: 

MCIT’s ready-to-use short training sessions called Quick 

Takes on Safety cover a variety of safety topics applica-

ble to member operations. Each Quick Take is available 

as a PDF or Word document. They are designed to be 

customized to fi t the circumstances of a particular location 

or work team. Members can download Quick Takes and 

corresponding employee handouts at MCIT.org/quick-

takes-on-safety/. 

• Loss prevention best practices guides for parks and 

recreation, public works, solid waste management, facility 

management and agricultural societies feature chapters 

with bullet lists that can easily be used to train others on 

a variety of topics related to specifi c operations. Find the 

guides in the MCIT Resource Library at MCIT.org/resource/.

• Third-party toolbox talks are readily available from 

various sources. When selecting a toolbox talk, supervi-

sors should be sure to read it thoroughly before present-

ing it to employees. This way, members can ensure that 

recommendations, policies or procedures referenced in 

the script are compatible with those of the organization. 

Short Training Session Topics
Quick training session topics can be scheduled 
based upon recent injuries or near misses or 
in preparation for specifi c tasks of the day. The 
more relevant the topic is to the work being 
done, the more engaging it will be. 

Topics should not be repeated too frequently, 
unless there is a defi nite need. Repeating the 
same message too often can lead to employee 
inattention.

ment can also help individuals put their knowl-
edge to immediate practical use. 

• Providing handouts or fl iers that review the 
topic after the meeting gives staff something 
tangible to keep that can then be referenced in 
the future. 

Toolbox talks can support other aspects of safety cul-
ture in many ways. Organizations should be creative 
but consistent with these discussions.

https://www.mcit.org/quick-takes-on-safety/
https://www.mcit.org/quick-takes-on-safety/
https://www.mcit.org/resource/
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Give a Better Toolbox Talk
A number of short safety discussions, such as MCIT’s Quick Takes on Safety, are readily available and de-

signed for immediate use. A successful toolbox talk takes more than reading from the script. Consider the 

following tips to make a short training session eff ective for the targeted audience.

Engage Employees 
While Presenting

MAKE EYE CONTACT

Be sure to look up at the audience 
as much as possible. Eye contact 
can help convey the message of the 
script and allow the presenter to 
gauge the audience.

EMPLOYEE PARTICIPATION

Have employees participate by asking 
them questions or having them give a 
demonstration. Greater participation 
and involvement helps make the 
training more engaging. It also allows 
for assessing participant understand-
ing of the material.

ENCOURAGE ENGAGEMENT

Encourage questions and discussions 
from employees. This can be done 
throughout or near the end of the 
presentation. Hearing from partici-
pants can help the trainer understand 
employee concerns, as well as any 
areas that may need to be improved in 
the future.

Take Time to Prepare

REVIEW SCRIPT

Read through the script prior to present-
ing the training. Although many scripts 
off er great information, they may not 
refl ect the needs of a specifi c group or 
workplace. Ensure that the advice fi ts 
with the policies and procedures of the 
organization.

DOCUMENT ATTENDANCE

Have a quick sign-in sheet to help track 
who was trained about a particular 
topic. This can be useful for generating 
data and benchmarks to help critique 
the eff ectiveness of a safety program. It 
can also help when planning additional 
trainings or when a training may need to 
be repeated.

REVISIT PAST TALKS

Refer to notes from any past toolbox 
talks on the topic or similar ones and 
be sure to incorporate any potential 
improvements into the current training.

ADDITIONAL ACTIVITIES

Consider other activities that may help 
reinforce the point of the training. 
Having a time after the training for 
discussion or a short check of a piece 
of equipment or process addressed can 
make the training more tangible and 
give some hands-on opportunity to test 
employees’  knowledge.

Evaluate Session to 
Improve Future Training

EMPLOYEE COMPREHENSION

After the discussion, consider asking 
questions to evaluate if employees un-
derstand the material. These questions 
should cover the most important points 
of the training and can be used by the 
instructor to gauge if the material was 
understood. Ideally, the presenter should 
be asking questions throughout the 
presentation as well.

PRESENTER REVIEW

After a short training session, take a 
moment to record what went well and 
what may need to be improved. These 
can then be used to make the training 
better in the future.
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