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Getting Started
Why Safety Meetings are Important
Not long ago a worker was given the job of covering some large holes in the floor of a wooden
elevated work platform to prevent someone from falling through accidentally. The worker decided to
place large sheets of plywood over the openings.
While placing a panel of plywood they failed to notice that one edge of the panel was just barely
supported at the side of the opening. Later, the worker stepped on the edge of the panel. The panel
slipped, tilted and dropped many feet below to their death.
One way to prevent this type of accident is to “tack-nail” each panel with a few nails to secure it
properly in place, as it is placed. In this case two or three pennies worth of nails would have saved
that person’s life.
But, was it only the lack of a few cents worth of nails? Absolutely not! It was not only the lack of a
few nails, but more important it was the lack of “safety sense” or a lack of simple “know how” that
killed that person.
In almost every job there are possibilities of injuries-even death. It is important to question everything
while working. Size up each job, each machine, each tool used, and apply the best “safety sense” to
everything done. Develop the habit of seeking and learning simple “know-how” that might save a life
or limb. Always ask, “Can I get hurt if I do the job this way?”

Guidelines for Safety Training Meetings


The foreman or supervisor is responsible for preparing and conducting Safety Training
Meetings for employees on a weekly basis.



These meetings are an essential element of the Project’s Safety and Health Training
Program. It is a proven fact that projects that conduct good meetings attain better safety
records than those that have poor or no safety meetings.



In order to assist in the preparation of the materials and in the presentation a safety
training meeting, the following guidelines are provided:

Preparing for the Meeting
•

Select the topic for the meeting several days in advance to become familiar with
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the subject to be discussed. Present the talk in a convincing manner without
reading it.
•

Schedule the meeting at the same time every week, if possible, and hold it right
in the work area. These meetings are generally 5 to 15 minutes in length so
seating is not important. However, make sure everyone can easily see and hear. A
good time to hold the meeting is just after a shift begins or immediately following
the lunch breaks.

•

Just prior to the meeting, gather all the material and/or equipment needed.
When possible, use the actual demonstrations to illustrate points. For example,
when talking about fire extinguishers, have one to show what it looks like, and
how it is used. Have a mushroomed tool head or a broken hammer handle to
show how they can cause accidents. If necessary, get assistance from someone.

•

The entire crew, if possible, should be present before the meeting is started.

Conducting the meeting

•

•

Start the meeting on time. Loss of interest can occur if there are unnecessary
delays.

•

Make the meeting short and to the point. However, if a good discussion is
going, use discretion about cutting it off to soon.

•

Start the meeting by complimenting the workers on some recent jobs well done.

•

The presenter should use his own words. The background material in this manual
is just to give ideas and facts as to what should be covered in a talk.

•

Get people to participate in the meeting. The purpose of these meetings is to get
workers to think about safety problems. Encourage them to offer suggestions for
improving safety in the work area or their craft.

Maintain control. Do not allow the meeting to develop into a wasteful, time- consuming
“bull session” or a time to complain. Other Items to Cover if Applicable
 Review any injury any crewmember had during the past week. Discuss: what
the injury was, how it happened, and how it could have been prevented.
 Review safety violations noted during the past week. Discuss: the nature of the
violation, the danger involved and offers constructive criticism without naming
anyone in particular.
 Review the work planned for the week ahead. Discuss: hazards to avoid or
control, safety equipment to be used, and safe procedures to be followed.
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Record Keeping Requirements
 Make a copy of the attendance sheet found at the beginning of this manual for use at
each meeting.
 Have each employee sign the attendance sheet the conclusion of the meeting and
the supervisor conducting the meeting must sign it. A copy of the Attendance
Sheet must be forwarded to the Safety’s Manager’s office.
 Make certain it is dated and the crafts attending and the meeting location are listed.
 Subjects discussed must be covered in detail. “General Safety” is not
specific enough.
The contractor should consult with the Craig Safety Consultant or a Safety Manager to obtain the latest updates
to this material or to receive additional information.

Safety Reminders
The following basic safety requirements should be followed:
1.

All guards and covers should be replaced after adjustments or maintenance of equipment.

2.

Make sure handrails and walkways are in good repair and clear of tools, spare parts
and obstructions.

3.

Never adjust or lubricate equipment while it is operating.

4.

Stand clear of hauling equipment that is dumping material into a hopper or anywhere else.

5.

Always look around equipment before starting to make sure no one is near moving
parts, making inspections or adjustments.

6.

Do not drop material or tools from walkways or ladders without barricading the area
below or having someone standing by to keep other persons away from the danger area.

7.

Blocking under and around equipment or structure must be of suitable material and
properly placed to support the structure. Periodically check blocking for signs of failure or
shifting that could allow structure or equipment to fall.

8.

Only electricians should handle any kind of work on electrical equipment. Avoid touching
any loose or misplaced electrical wires. Consider them all dangerous.
©Craig Safety Technologies, Inc.
Craig Safety Technologies, Inc., 3111 Wyandotte St., Suite 204, Kansas City, MO 64111
913-469-1700 ◦ www.craigsafetytechnologies.com

Craig Safety Technologies 2017

5

Construction Toolbox Talks

9.

Mark all flammable materials: such as oils, grease and gasoline. Store these materials in
an incombustible building situated always from other structures. NO SMOKING while
handling flammable materials.

10.

Proper clothing while on the job is important. Wear sturdy shoes to protect feet. Do not
wear loosely hanging or torn clothing on the job. This type of clothing can get caught in
moving parts of the equipment and generally hinders work. Wear gloves whenever
possible. The use of hard hats and safety glasses or goggles is definite safety protective
equipment and must be worn when required.

11.

Think safety! Having and maintaining an attitude of safety on the job greatly reduces
the chances of injury. Point out hazards and instruct new employees on safety.

General Building Site Safety
This section is not meant to cover every rule related to general building site safety, but to give
an overview.
Some of the topics you want to touch on during an overview of general building site safety include:
1. Awareness of heavy equipment and machinery moving around on the site, and how to
operate the ones required for the individual's job.
2. Picking the right tool for the job, and using it properly.
3. Knowledge of specialized procedures related to work the employee may be involved in on
the general building site, like:
• Blasting/explosives
• Confined space entry
• Excavating
• Lockout/Tagout
• Welding
4. Wearing the proper personal protective equipment (PPE) for the work being performed.
5. Stop working! Correct the safety hazards or notify the appropriate supervisor so they
can correct the safety hazard.
6. By doing the above items during the work day, the odds are your site will be much safer.
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Toolbox Talks Attendance Record

Company Name:
Topic Presented:
Date Presented:
Presenter Name (print):
Presenter Signature:
Attendee Name (print):

Attendee Signature:
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Fire/EAP
The ABC’s of Fire Extinguishers

Just as there is a right tool for every job, there is a right extinguisher for every ﬁre. The class of an
extinguisher, identiﬁed on its nameplate, corresponds to the class or classes of ﬁre the extinguisher
controls. On most construction jobs, we are concerned with Class A, B and C ﬁres. Consequently, the
best extinguisher to have on a job is a multi-purpose Class ABC extinguisher, which contains a dry,
powdered chemical under pressure. The following describes the classes of ﬁre and the kind of
extinguisher that can be used on each.
CLASS A FIRES

A
CLASS B FIRES

Wood, paper, trash, and other materials that have glowing embers when they burn.
Extinguisher to Use: For Class A ﬁres use a Class A or Class ABC extinguisher.
Always remember that a Class A extinguisher contains water and should be used
only on a Class A ﬁre. Used on gasoline, it can spread the ﬁre; used on electrical
ﬁres, it can cause you to be electrocuted.
These are ﬁres involving ﬂammable liquids and gases, such things as gasoline,
solvents, paint thinners, grease, LPG, and acetylene.
Extinguisher to Use: Use Class B or Class ABC extinguishers.

B
CLASS C FIRES

C

These are ﬁres in energized electrical equipment.
Extinguisher to Use: Use a Class BC or Class ABC extinguisher.
SOME IMPORTANT POINTS TO REMEMBER
1. Use the ﬁre extinguisher whose class corresponds to the class of the ﬁre.
2. Never use a Class A extinguisher, which contains water or foam, on a liquid or electrical ﬁre.
3. Know where extinguishers are located and how to use them. Follow the directions printed on
the label.
4. Keep the area around the ﬁre extinguisher clear for easy access.
5. Don't hide the extinguisher by hanging coats, rope, or other materials on it.
6. Take care of the extinguishers just as you do your tools.
7. Never remove tags from extinguishers. They indicate the last time the extinguisher was serviced
and inspected.
8. Report defective or suspect extinguishers to your Supervisor, so that they can be replaced
or repaired.
9. When inspecting extinguishers, look for cracked hoses, plugged nozzles, and corrosion. Also, look
for damage that may have been done by equipment running into the extinguishers.
10. Don't use extinguishers for purposes other than ﬁghting ﬁres.

Nobody wants a ﬁre.
B ut if one starts, know what extinguishers to use and how to use them.
©Craig Safety Technologies, Inc.
Craig Safety Technologies, Inc., 3111 Wyandotte St., Suite 204, Kansas City, MO 64111
913-469-1700 ◦ www.craigsafetytechnologies.com
Craig Safety Technologies 2017

8

Construction Toolbox Talks

Fire Extinguishers
Have you inspected your ﬁre extinguishers lately? Are
they fully charged, strategically located, accessible and
ready for use? Or, are they laden with dust, obscurely
hidden in some corner, aﬀording a false sense of security?
So often, ﬁre extinguishers are purchased with
enthusiasm, a vital need; and then, suddenly, because
they are not regularly used, they are relegated to a
secondary position in our operation.
The fact that ﬁre extinguishers are our ﬁrst line of defense in the event
of ﬁre should warrant a periodic and thorough inspection of them. Fire extinguishers must be kept
clean to attract attention, they must be kept accessible to eliminate lost time whe n needed, and
the rubber hose, horn or other dispensing component must be checked to guard against blockage.

The following is a brief resume of the classiﬁcation of ﬁres, and the recommended
extinguisher to be used on each:
CLASS "A" FIRES: Ordinary combustible such as rubbish, paper, rags, scrap lumber, etc. These are ﬁres
that require a cooling agent for extinguishment. Recommended extinguishers are—water through use
of hose, pump type water cans, pressurized extinguishers.
CLASS "B" FIRES: Flammable liquids, oils and grease. Fires that require a smothering eﬀect for
extinguishment. Recommended extinguishers–Carbon Dioxide, Dry Chemical and Foam.
CLASS "C" FIRES: Electrical equipment. Fires that require a non-conducting, extinguishing, agent.
Recommended extinguishers—Carbon Dioxide and Dry Chemical.
Emergency Planning for Construction Sites
As creatures of habit, people sometimes do things "routinely" without thinking about them.
Remember your routine this morning? Did you go through the motions without much thought? At
work, do you take the same path "automatically?" This is not necessarily wrong, because your routines
often save time and energy. But when it comes to emergency situations involving escape and
evacuation, people tend to use the most familiar route too. Sometimes that route may not be the best
way to escape.
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To ensure your safety and well being, it is important to prepare carefully for emergencies. In the ever
changing construction environment, this is particularly important. Construction sites are continuously
faced with changes in the physical layout, changes in emergency devices available and in harmful
exposures. Careful pre-planning of emergency procedures, prior to the start of a project and during
changes in diﬀerent construction phases, must be done and all crew members must be aware of
these procedures.
The following steps are important components of an emergency action plan:
1. Get to know your entire layout--site, building or structure as
best you can. Review a ﬂoor plan that identiﬁes emergency
exits, emergency equipment (i.e., ﬁre extinguishers, hoses,
standpipes, pull stations, etc.). This plan should be posted in
conspicuous areas and show evacuation routes as well as
meeting points.
2. Analyze potential emergency situations at your work site. Will
the hazards change regularly, gradually or stay the same over a
period of time?
3. Know where emergency phone numbers are posted at your work location. These include
medical emergency personnel, police, ﬁre, EPA, Coast Guard, health department, OSHA,
utilities, insurance carriers, etc. Numbers should be conspicuously posted near
telephones.
4. Know who has responsibility during emergencies. Who is assigned to contact emergency
personnel, ﬁrst aid responders, ﬁre brigades and a cleanup team? Who is assigned to talk to
the media if they show up? Responses will be more eﬃcient if everyone knows whose job it is
to serve as incident commander, or to take speciﬁc steps.
5. When emergency devices such as personnel protective equipment, ﬁre extinguishers, etc.
must be used, do all co-workers know how to use this equipment correctly?
6. Practice the emergency procedures to ensure their eﬀectiveness.
7. Remember that emergency procedures must be updated whenever there is a change in
the operation, hazardous exposures, physical layout or if new employees are working in
the location. Weekly safety meetings are a good time for review.
The last thing you want to think about during an emergency is how to evacuate or escape--especially if
your most familiar route is not accessible. Knowing the emergency plan and being aware of
surrounding conditions can mean the diﬀerence between quick action and the wrong action. Your
safety and the survival of all crew members depends on taking the right action!
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Flammable & Combustible Liquids
Recently, to dramatize the danger of hauling gasoline in the trunk of a
car, a test was conducted igniting ONE gallon of gasoline inside a car
trunk — the resulting explosion blasted the trunk lid along with a huge
ﬁreball, some 80 feet into the air, with a force that would have killed
anyone in that car.
Since you can't move fast enough to get away from an explosion, you
had better do what's necessary to avoid one.
Handling ﬂammable and combustible liquids is a common occurrence on construction projects. When
you're the one that's handling them, do you follow proper guidelines, or do you tend to ignore and
underestimate the dangers? To fully understand the real dangers of these liquids, you must know the
diﬀerence between them.
A FLAMMABLE LIQUID like gasoline, lacquer thinner, alcohol, some paint thinners, etc. are much more
volatile — their vapors can ignite below 100° F, even down to freezing and below.
A COMBUSTIBLE LIQUID such as fuel oil, kerosene, linseed oil, etc, must exceed 100° F in order to
release enough vapors to ignite.
Whenever handling liquids in containers marked ﬂammable or combustible, READ THE WARNING
LABEL and remember, in addition to the danger of ﬁre and explosion,
there may be other serious health threats from these liquids–inhaling vapors, contact with skin, eyes,
etc.
Listed safety containers are required for storing, handling and transporting of ﬂammable or
combustible liquids of any quantity.
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Flammable Liquids
I once heard of a workman who used a flammable solvent for cleaning and spilled some of it on his clothing.
After he finished the job, he paused to smoke. The instant he struck the match to light his cigarette, he
became a human torch. I've heard of other cases where flammable liquids have caused serious fires, which
resulted in a great loss of life and tremendous property damage. We use many kinds of flammable liquids
every day on this job: gasoline, cleaning fluids, paints, and thinners, to name just a few. The danger of these
materials can be controlled.
SOME FACTS YOU MAY NOT KNOW
Flammable liquids themselves will not burn, as many people think. But as the liquid evaporates it gives off
vapors that mix with the air to form dangerous gases that can be set off by the smallest spark. Take gasoline, for
example. Gasoline evaporates at temperatures as low as 45OF below zero. As the temperature rises, the rate of
evaporation increases and more and more vapors are given off. This also is true for other flammable liquids,
except that the temperature at which they give off vapors varies with the kind of liquid.
FOLLOW THESE COMMON SENSE RULES
If we remember a few simple common sense rules when storing, handling, and using flammable liquids, we
can help prevent this job, or any of us, from going up in flames.
Keep flammable liquids away from open flame and sparks. This means that you should never smoke around
them.
Always use approved metal safety cans or the original manufacturer's container to store flammable liquids. Keep
these containers closed when not in use, and never store them near exits or passageways. Practice good
housekeeping in flammable liquid storage areas. Clean up spills immediately and then place the rags you used to
do the job in a tightly closed metal container.
Be careful not to get a flammable liquid on you. It not only could burn you if it catches fire, but it could cause
painful skin irritation that could easily become infected. If you get it on you, wash it off as soon as you can.

Never try to boost a fire with a flammable liquid. You are in for trouble if the fire flares up.
DON'T TRUST YOUR NOSE - VENTILATE
Don't trust your nose to tell you whether an area or container is vapor free. Not all dangerous liquids give off
vapors that you can smell. Some vapors are poisonous as well as flammable. Use flammable liquids only where
there is plenty of ventilation.
Vapors given off by flammable liquids are usually heavier than air and collect in the lowest area they can reach.
Without good ventilation to dissipate them, you have a potential disaster awaiting that one small spark to set
it off.
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READ THE LABEL
Carefully read the manufacturer's label on the container of any ﬂammable liquid before using it.
FRIEND OR FOE - IT'S UP TO YOU!
Like many other substances, ﬂammable liquids can make a good friend or a bad enemy, depending on how you
use them. Whether at home or on the job, treat ﬂammable liquids with respect and use them for the purposes
for which they were made.

The Fire Triangle

Let's talk about what makes a ﬁre and what we can do to prevent one. Fire can be compared to a
triangle. Three sides are necessary to make a triangle and three ingredients are necessary to cause
a ﬁre. These are heat, air, and fuel. If any one of these three sides is missing, there can be no ﬁre.
HEAT
Heat, the ﬁrst side of the ﬁre triangle, can come from many sources. It can be generated by sparks
from welding operations, discarded cigarette butts, electrical shorts, frayed wiring, friction from powe r
tools, and hot exhaust pipes.
FUEL
Fuel, the second side of the ﬁre triangle, may be liquid, such as gasoline or solvents; a solid, such as
paper or wood scraps; or a gas, such as propane.
AIR
Air, the third side of the ﬁre triangle, contains oxygen which is necessary to sustain a ﬁre. This is one
side of the triangle we can't do much about. Air is usually present. Heat, fuel, and air must be in the
proper proportion for ﬁre to occur. It is possible to have these three ingredients without causing a
ﬁre. For example, there may not be enough heat or air to ignite the fuel and cause it to burn.
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ELIMINATING THE TRIANGLE
Let's talk about what we can do to prevent the fire triangle from forming. Remember that if you
remove any one of the three ingredients, you will prevent or extinguish
the fire. We can help prevent fires by doing the following:
1. Maintaining a Neat and clean work area, thus preventing an accumulation of rubbish.
2. Putting oily or paint-soaked rags in covered metal containers.
3. Observing all "No Smoking" signs
4. Keeping all combustible materials away from furnaces or other sources of ignition.
5. Reporting any fire hazards we, personally, cannot eliminate. This includes electrical hazards, which
are the source of many fires.
6. Arranging cold weather heating devices so that tarps won't blow into them.
WHEN YOU KNOW THE ANGLES
When you know the angles, it's easier to prevent and control fires. Remember the fire triangle: heat,
air, and fuel. When you find these three ingredients present, take heed. A fire could be in the making.
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