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OFFICE TOOLBOX TALK
What are toolbox talks?
Toolbox talks are short presentations to the workforce on a single aspect of health and safety.
They are also called tailgate meetings, safety time-outs, crew briefings - the names vary
according to the industry. These discussions were initially done in the construction industry
where the crew informally gathered around the tailgate of a truck, or somewhere near a tool
box, while the foreman issued instructions.
Toolbox talks are discussions conducted to continuously inform and educate employees so they
can recognize, avoid, report or correct any health and safety hazards noted in their workplace.
They provide an opportunity for a supervisor to emphasise the importance of a particular issue
or procedure, and for the rank-and-file to ask questions or make serious comments. As a rule,
these talks are kept brief, lasting no more than 3 - 5 minutes and should be interesting and
relevant to the situation or environment in which they are being delivered. In some
organizations, it is mandatory that all employees attend talks relevant to their areas of work.
The talks are conducted by a safety educator or the immediate supervisor, and each session
should focus on one specific topic and address it in simple terms. The presenter should prepare
in advance so that the “talk” will not be read. While it need not be about a safety topic, it is not
uncommon for safety to be the topic. Topics under discussion should be topical and specific to
the working environment. Learning to recognize safety hazards is an important part of the
curriculum. Workers are educated about all aspects of the industry in which they work, so that
they can identify problems with their work sites. Among the topics to be covered are accident
trends, job-specific training requirements, and specifics related to the equipment being used.
Electrical safety and proper handling of equipment are also common safety hazards that are
covered. Workers are usually invited to tell stories about injuries they have witnessed or heard
about, in order to learn from each other and the supervisor.
Finally, the Toolbox Talks should be documented. One of the most frequently cited OSHA
Standards – 1926.21(b)(2) reads as follows:
“The employer shall instruct each employee in the recognition and
avoidance of unsafe conditions and the regulations applicable to his work
environment to control or eliminate any hazards or other exposure to illness
or injury.”
Essentially, this means that it is the employer’s responsibility to train employees regarding all
workplace hazards and their appropriate safe-guards. Documentation is the most effective way
to prove that this training has been completed.
In conclusion, it can be seen that the potential applications for tool box talks are endless and
only limited by scarcity of resources and imagination.
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Toolbox Talk #1
Changing Copier or Laser Printer Toner Cartridges
Presenter’s Notes
With this toolbox talk, we will discuss how to safely change and dispose of toner cartridges.

Photocopiers and laser printers use toner as part of the printing process. The toner is an
extremely fine powder, which in itself is not classed as a substance hazardous to health, but any
dust in substantial concentration is, as it may cause respiratory tract irritation. Toner dust is
considered a nuisance dust and should have no health effects other than irritation to the
respiratory tract.


Toner dust causes sneezing and coughing



Individuals with a compromised respiratory system should avoid changing cartridges



Avoid generating a dust cloud as this will become airborne



Best method of removal from surfaces is to vacuum, then wipe with a damp cloth



Avoid using warm water as this tends to melt the toner and make it sticky



Place empty cartridge in a sealed bag to retain excess powder



Dispose in the usual manner.

3

Toolbox Talk #2
Copier and Laser Printer Safety

Presenter’s Notes
While photocopiers, laser printers, and other electronic duplicating devices are regular features
of the modern office environment, they also have the potential to be hazardous.

Points to Note


Modern dry toners are rarely hazardous to the skin or eyes.



Inhaled toner may cause respiratory irritation, but it is not carcinogenic (cancer
causing) at normal levels.



Modern liquid toners and liquid for cleaning duplicating machines rarely irritate the
skin, but frequent contact with solvents in them can dry and crack the skin, cause
dermatitis, cause asthma, and mildly irritate the eyes.



Solvents pose a fire risk if not stored adequately.



It is prudent to keep the photocopier lid down even though only very low levels of
ultra-violet radiation may also be released through the glass plate.



Only properly trained technicians, following the manufacturers’ safe working
procedures, should carry out maintenance on office equipment.



Older or poorly maintained machines, in poorly ventilated areas, may emit detectable
levels of various gases including ozone which has a pleasant clove-like odor at low
levels and a strong, poignant one at harmful levels.



High levels of these gases might produce eye and respiratory tract irritation, and in
severe cases, lung damage.



Remember that when clearing paper jams in printers and other duplicating
machinery you may be exposed to hot or moving parts, sharp edges, pinch points, or
exposed electrical parts. Modern machines should have such risks designed out and
should turn off automatically, upon opening the machine. Caution should be used to
prevent being burned by some of the internal parts, as they do not cool off instantly.
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Toolbox Talk #3
Avoiding Strains in the Business Environment
Presenter’s Notes
Many people erroneously believe that there are very few safety risks working in a business
environment, but every work environment have many safety risks which must be kept in mind.
In this toolbox talk, we will discuss some of those risks.


Repetitive strain injuries are a common risk in the office setting.



These injuries cause damage to your muscles, tendons and nerves, and can develop
over time.



To prevent repetitive strain injuries, use good posture – sit and stand up straight



Work with your arms and hands in a relaxed, natural position.



Grasp items with your entire hand, not just your thumb and forefinger.



Avoid twisting your wrists as you swipe the scanner, stock shelves or do other
repetitive work.



Take scheduled breaks to move around, stretch and relax.



Talk to your boss if you develop signs of repetitive strain, such as pain or numbness
in your hands.



When lifting heavy items, get as close as possible to the load and squat to pick it up
and put it back down.



Avoid leaning over or bending or twisting your back.

5

Toolbox Talk #4
Computer Eye Strain
Presenter’s Notes
Today’s discussion will focus on the growing problem of eye strain which is becoming more and
more prevalent as the use of technology increases.


While computer video display terminals do not damage vision, you might still
experience eyestrain.



Eye strain is characterized by difficulty in focusing, fatigue and discomfort in the eye.



To pinpoint cause of discomfort, have eyes examined by an ophthalmologist.



Position yourself approximately 20 inches away
from the monitor, with the top of the screen at, or
below, eye level.



Choose a monitor that tilts or swivels and adjust
it appropriately for the lighting in the room.



Use a glare reduction screen on the monitor, if
necessary.



Every 20 minutes, take a 20 second break, and
look away 20 feet to give your eyes a rest. Move them up, down and to both sides
focusing on something at least 20 feet away.
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Toolbox Talk #5
Pushing Safely
Presenter’s Notes

On occasion, or perhaps even every day, we're called on to push something. Typically it's safer
to push than it is to pull a load. However doing either can be dangerous to your body. Many soft
tissue injuries occur because we push or pull unsafely.

Today let's look at some techniques to use when you have to push on something. How we push
a load is critical. We need to ensure we have good posture when we’re exerting that type of
force. Most of us can develop higher push forces by leaning our body weight into the load.


For pushing, your hands should be between your elbow and hip.



Square up to the load so you don’t twist your body.



Spread feet a little, with good footing.



If you can’t push it easily with your body weight . . . get help.
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Toolbox Talk #6
Basic Electrical Usage

Presenter’s Notes
With this toolbox talk we will shed some light upon basic electrical safety geared towards nonelectricians.


Never use electrical equipment in or around water.



Hard wiring should not be exposed or accessible to non-electrical employees.



Extension cords should not be used in place of permanent wiring.



Ensure that cords are in proper working condition. Discard unsafe extension cords.



Only licensed electricians are authorised to conduct electrical work.



Protect extension cords from heavy pedestrian traffic.



Power strips should not be permanently mounted to a wall or any other structure,
even if the power strip has specific mounting fittings.



Power strips or extension cords should not be connected to each other. Doing this
can overload the circuit, creating a potential fire hazard.



Discard any piece of equipment that gives you even the slightest
shock. If the resistance through your body is lowered i.e. standing
in water or touching metal, even the slightest shock can be deadly.



Junction boxes and electrical panels need to have proper covers in place to conceal
all wiring.



Ground Fault Circuit Interrupters (GFCIs) are designed to protect people from an
electric shock and should be installed wherever a water source is present
(hairdryers, wet vacuum cleaners, etc).
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Toolbox Talk #7
Everyday Office Safety Measures
Presenter’s Notes
Many serious accidents can occur in the office causing painful injuries, permanent disability and
even death. Fortunately, there is much that can be done to improve safety. Start by following
this office safety checklist:


Is lighting adequate in all areas traversed by staff and clients: corridors, sidewalks,
entrance areas, basements and stairways, etc?



Are these areas free of clutter?
Are stairways clear, with no items stored on them, even
temporarily?
Are there sturdy railings on all stairways, even in the basement
and outdoors?
Are stairs, steps and floors in good condition and free of tripping
hazards such as torn carpets and loose tiles? Is there a non-slip

surface on the floor of the washrooms?


Is your office protected by these safety devices: Smoke detectors, fire extinguishers,
carbon monoxide detectors?



Do you hold regular office fire drills?



Is all wiring in good condition? Is wiring adequate for the electrical equipment used in
the office, including computer equipment?



Are extension cords used only temporarily? Are they kept out of traffic areas?



Are any flammable liquids, such as solvents, stored in approved covered containers,
in well ventilated areas?



Are glass doors marked at eye level to prevent someone from accidentally walking
into them?



Are emergency numbers posted in highly visible
area?
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Toolbox Talk #8
Teamwork
Presenter’s Notes
This talk looks at the benefits of working as a team to complete a task together.

Benefits:
There is a more equitable distribution of the work load.
Working as a team increases productivity.
The risk of injury is greatly reduced.
Teamwork increases the social familiarity of the team members.


There is an increase in trust and dependability as we get to know the skills,
capabilities and weaknesses of each other, and offset the weaknesses with
each other's strengths.



Conflicts are reduced as there is an increased level of bonding.



We can overcome problems by sharing ideas from each individuals unique set of
knowledge and experiences. The more knowledge we share, the more we gain.



As a team, workers take on greater challenges which increase their capabilities and
productivity.



There is a healthy sense of competition among co-workers.



Teamwork goes a long way in getting through the day and enhancing our quality of
working life.
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Toolbox Talk #9
USING STAIRS
Presenter’s Notes
Most of us use stairways every day to go up and down various levels,
either here at work or at home. We have done it for years and the
problem is . . . we no longer think about the real danger in doing such.
Falls on stairs is one of the most common incidents that occur both at
work and at home. So, keep the following tips in mind when using the
stairs:


Utilize the handrail when ascending or descending the stairs.



Never run up or down stairs



Never read papers while using stairs.



Focus on the stairs, not conversations or other distractions that may be present.



Always look straight ahead when using stairs.



Only take one step at a time.



Get help if you have to carry something up or down stairs.



Ensure you always have at least one hand free when using stairs.



If the steps are located outside, be extremely careful if it is raining.
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Toolbox Talk #10
Safe Lifting Techniques
Presenter’s Notes
Lifting is very much a part of our every day jobs and can range from lifting very light objects
such as a piece of paper, a pin or a pen to very heavy objects like loads of boxes. This toolbox
looks at avoiding injury while lifting objects.


Be in good physical condition.



“Size up the load" before deciding you can handle it alone.



When in doubt about your ability to lift a load alone, ask for
help.



Ensure that the area where the load is to be deposited is free
of obstacles before lifting.



Lift with a good, firm and sure grip.



Keep the load close to the body to maintain balance.



Use the leg muscles which are more powerful and
durable than the back muscles.



Use your feet to make turns rather than twist your
body.

12

Toolbox Talk #11
The Danger Zone - The Office
Presenter’s Notes
This toolbox talk looks at some safe practices required to prevent accidents which occur on a
frequent basis in the office.


Watch for obstructions such as cords or cables which can cause tripping accidents.



Store materials in designated storage areas, not in boxes on the floor.



Briefcases, handbags and other personal items
should be stored where no one will fall over them.



Keep drawers of desks and cabinets closed.



Load file cabinets from the bottom up to avoid topheavy filing cabinets falling over.



Use safe lifting techniques. To pick up a heavy item, squat beside it. Use the
strength in your legs, not your back, to raise it up. Bend your knees, not your back.



Store sharp implements such as scissors, paper knives, and letter openers
separately from other items to prevent cuts and puncture wounds.



Clean up any spills, such as coffee or water, right away or place a warning sign.



Be alert to electrical hazards, which can cause fires and electrocution.



Don't overload electrical circuits.



Use a stepladder or stepstool when you are reaching for something overhead.
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Toolbox Talk #12
Slips, Trip and Falls - Pay Attention!
Presenter’s Notes
This toolbox talk draws awareness to the office environment and movement in such an
environment.


Focus on where you are going, what you are doing, and what lies ahead.



Expect the unexpected.



Take responsibility for fixing, removing, or avoiding hazards in your path.



Wear sturdy shoes with nonskid soles and flat heels.



Avoid baggy or loose pants you could trip over.



Walk, do not run.



Wipe your feet when you come in from outside, especially when it is wet outdoors.



Report or replace any burned out lights or inadequate lighting.



Watch out for floors that are uneven, have holes, etc.



Keep your hands at your sides, not in your pockets, for balance.



Do not carry loads you cannot see over.



Walk slowly on slippery surfaces; slide your feet and avoid sharp
turns.



Sit in chairs with all four chair legs on the floor.



Make sure all wheels or casters are on the floor.



Be constantly alert for - and remove or go around - obstructions in your path.
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Toolbox Talk #13
Ergonomically Speaking
Presenter’s Notes
Today’s discussion seeks to bring awareness to the problems associated with incorrect
ergonomic setups and methods of correction.

Symptoms:


Muscular discomfort: pain, aching, loss of coordination, numbness, and stiffness.



Eye strain: headaches, dizziness, nausea.

Preventative ergonomic steps:


Place monitor at arm’s length away from you while seated. The toolbar at the top of
the screen should fall just below eye level to allow a view of the screen without
causing neck strain from repetitive moving.



The keyboard should be set to a height so your forearms are parallel to the floor and
make a 90˚ to 110˚ angle with the upper arm.



The mouse should be located on the same plane as the
keyboard (keyboard trays should have a mouse caddy to
accommodate the mouse).



Determine which mouse causes the least strain on your
wrist (conventional, trackball, etc).



The seat pan of the chair should leave roughly a 2-3 finger
space between the end of the seat and the back of your legs.



The chair should be at a height that allows you to place your feet flat on the floor with
your thighs perpendicular to your lower legs.



The lumbar support on the chair should contour and rest against the small of your
back.



The backrest should be at a 90˚ to 110˚ angle when typing.



Get up and walk around to stretch your legs for a few minutes on an as-needed
basis.



Stretch wrist, arms, and back periodically while at your workstation
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Toolbox Talk #14
Office Safety
Presenter’s Notes
With this toolbox talk we will discuss how to keep a clean and safe office environment.


Keep all storage of combustible materials (cardboard, paper) to an absolute
minimum as they can pose both a fire and trip hazard.



Never store combustibles near electrical outlets.



Place heavier objects on lower shelves.



Ensure all shelves are sturdy and will be able to handle the load.



Never block hallways, doors, and stairwells with stored office materials.



Always have a clear access to electrical panels, fire extinguishers, AEDs, and fire
pull stations.



Remove unnecessary objects/supplies/books from shelving units.



Assess if you need more shelving space and order/install what is needed to eliminate
floor storage.



Take the time to clean and sanitize your workstation as needed.



Keyboards and telephones, in particular, should be cleaned and sanitized.



Clean up any spills immediately.



Secure electrical cords and wires to avoid tripping.



Keep cabinet doors and drawers closed.



Report any loose tiles, frayed/torn carpeting, etc. to Maintenance.



Utilize shelf/desk space wherever possible to avoid storing objects on the floor.



Never use a chair/box as a stepladder.
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Toolbox Talk #15
Portable Fire Extinguishers
Presenter’s Notes
Fire extinguishers are considered first aid appliances. Operators must be trained in their
classification and use. This toolbox looks at fires and the extinguishers required.
Classification of fires and appropriate fire extinguishers:
Class A fires involve materials such as paper, cloth, wood, cardboard, foam, etc.
o

Type of extinguisher required: Class A or Class ABC

Class B fires involve flammable and combustible liquids (fuels, paints, solvents, grease).
o

Type of extinguisher required: Class B or Class ABC. Never a Class A.

Class C fires are electrical fires.
o

Use a Class C or Class ABC but not a Class A extinguisher on this type of fire. You
must disconnect the power source to eliminate these types of fires.

Class D fires involve flammable metals such as magnesium, potassium, and other
flammable metals. Special extinguishing agents are required to extinguish these types of
fires.
o

Class A, Class B, or Class C fire extinguishers are
not designed to extinguish these types of fires.

o

Class ABC fire extinguishers are designed to be
used on all classes of fires except Class D fires.

o

Class BC fire extinguishers are designed to be
used on flammable liquid and electrical fires only.

Remember the PASS method of using fire extinguishers:
PULL the retaining pin on the handle of the fire extinguisher. Stand back 8-10 feet from the fire.
AIM the nozzle of the extinguisher at the base of the fire.
SQUEEZE the handle of the extinguisher.
SWEEP the extinguishing agent at the base of the fire.

When a fire is detected, THINK SAFETY FIRST!
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Toolbox Talk #16
Lighting

Presenter’s Notes
This toolbox talk shows the importance of good lighting.
Lighting


Offices require sufficient light to enable work to be undertaken without risks to the
occupants. The provision of adequate light can be by natural or artificial means.



Any artificial lighting should be fully diffused where display screen equipment (DSE)
is in use.



Sharp differences in illumination between adjacent areas should be avoided.



A mixture of good natural light and artificial systems is the best method of providing
the correct lighting level.



It is also important that the direction of natural light can be
controlled to ensure an absence of reflections on the DSE
screens.



Glare causes visual discomfort and is usually caused by
light source that are too bright or inadequately shielded.



Lights should be cleaned at regular intervals as they fade
with age and accumulate dirt on the surface.
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Toolbox Talk #17

Noise
Presenter’s Notes
Distraction by noise is the topic of this toolbox talk.


Noise at work is controlled by legislation to prevent harm to hearing.



Noise can be a nuisance and a distraction if concentration is required.



Office layouts can prevent unnecessary noise e.g. large photocopiers being
placed in their own machines room.



Where noise is a problem, other control methods such as acoustic absorbent
room dividers, or acoustic absorbent wall or ceiling tiles can be considered.



Even though not very loud, the constant hum of fans and air-conditioning units
can be bothersome.



Loud playing of radios or other devices is usually prohibited in office settings.



Loud noise is a barrier to effective communications.



Consider you workmates – Be quiet.
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Toolbox Talk #18
Portable Extinguisher Inspections
Presenter’s Notes
This toolbox talk represents a small quiz on fire extinguishers.
Quick Quiz


Where is the nearest fire extinguisher right now?



Where is the closest portable fire extinguisher at your normal work area?



Is the extinguisher charged fully?



Is it damaged?



Is it the proper type for the hazards in your area?



Is it hung properly?



Is access to it blocked by clutter?



Has it been hydrostatically tested in the past 5-12
years?

Take a moment today and take a look at any extinguishers in your area. Let us know if you see
signs that they are damaged or uncharged, so they can be taken out of service and
replacements installed.
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Toolbox Talk #19
Ventilation
Presenter’s Notes
This toolbox talk shows the importance of good ventilation.
Ventilation


Ventilation refers to the rate of exchange of air in a specified area of a building.



Many office buildings use re-circulating air systems to provide ventilation.



Suitable air filtering systems are required to ensure the quality level of the recirculated air.



The purpose of ventilation is to provide occupants with an acceptable quality of
inhaled air.



Air contaminants in the office can include bacteria, viruses, mould spores and dusts,
solvent vapours or chemicals generated or used in the building.



Smoking is not permitted in office settings.



Ventilation also serves to remove or dilute airborne
contamination.



Air conditioning is designed to provide air at the temperature and humidity required
for thermal comfort.



Air conditioning units should be regularly cleaned and maintained.



Do not confuse ventilation with air-conditioning.
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Toolbox Talk #20
General Duties of the Worker
Presenter’s Notes
This toolbox talk speaks to the duties of the worker.
It is the duty of the worker to:



take care of his or her own health and safety, as well as that of other persons who may be
affected by his or her actions or negligence to act. This includes playing at work. Many
people have been injured and even killed owing to horseplay in the workplace, and that is
considered a serious contravention.



give information to an inspector from the Department of Labour if he or she should require it.



carry out any lawful instruction which the employer or authorised person prescribes with
regard to health and safety.



comply with the rules and procedures that the employer gives.



wear the prescribed safety clothing or use the prescribed safety equipment where it is
required.



report unsafe or unhealthy conditions to the employer or health and safety representative as
soon as possible.



report any incident in which he or she may have been involved that may influence his or her
health or cause an injury, to the employer and authorised person or the health and safety
representative, as soon as possible, but no later than by the end of the shift.

22

Toolbox Talk #21

Emergency Action Plan
Presenter’s Notes
As a general recommendation, employers should develop an emergency action plan to address
emergencies that can be expected in the workplace. All employees should be aware of the
plan. This toolbox talk looks as such a plan.

Examples of such foreseeable emergencies are fire, toxic chemical releases, hurricanes,
tornadoes, and floods.

Key components of an emergency action plan:
 Emergency escape procedures and escape routes for employees to
follow in the event of an emergency.
 A method of accounting for all employees following evacuation.
 The rescue and medical duties for those employees, if any, who are
to perform them.
 The preferred means of reporting fires and other emergencies.
 Names or regular job titles of people responsible for the emergency
action plan.
 Identification of the major workplace fire hazards and their proper
handling and storage.
 Potential ignition sources (e.g., smoking) and their control
procedures and the type of fire protection equipment or systems
that can be used to control a fire.
 Names or regular job titles of personnel responsible for fire
suppression equipment or systems.
 Names or regular job titles of personnel responsible for controlling
fuel source hazards.
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