Safety Meetings

Safety meetings can be formed at any level to focus group attention on safety related issues.  They are also very effective in increasing safety awareness among employees.  Supervisors are encouraged to conduct safety meetings to discuss safety issues and to inform employees of existing safety procedures or changes in policies.

· Safety meetings should be scheduled to ensure all employees are present.  Safety meetings subjects as well as attendance should always be documented.  They should be short in duration and specific.

· Safety meeting should be conducted periodically to re-enforce safety attitudes, to inform employees of new or changed procedures, or when accident or injury incidents occur.
· Ensure employees who have missed a safety meeting are given the same information provided to those who were in attendance.

· Contact Risk Management to help with presentations, handouts, videos, and subject matter.

There are a number of safety meeting types all of which can be very effective.

· Tailgate safety meetings are usually conducted at the beginning of the work day while distributing assignments.  They can very short in duration and be a simple reminder.  An example of a tailgate safety meeting would be a reminder of how to properly setup traffic warning devices prior to leaving for the public right of way worksite.
· Job, task or department specific meetings are usually conducted by the department’s resident expert on a specific topic pertinent to a worksite or project.  An example of this type safety meeting would be to review safety processes before starting a specific project which could take place outside or indoors.
· Formal safety meetings are usually scheduled in advance and are designed to present safety information which is general in nature for a variety of employees.  An example of a formal safety meeting would be HAZCOM or severe weather warning training.
In an effort the encourage participation, departments may find it beneficial to assign a safety meeting subject to an employee.  Allow the employee sufficient time to research and prepare and then give he/her the floor.  

