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1. Purpose of this Document 

Compass Group UK&I is committed to the health and safety of all who work for us and that of anyone 

who may be affected by our operations. We are also committed to the development of all who work for 

us whether they are employees or supply chain personnel.  

We believe that the best way to protect the health and safety of people is to give them the knowledge, 

skills and resources to be able to protect themselves. This tool-box talk guidance has been developed in 

support of our personnel development plan. 

In addition to our commitment the Health and Safety at Work etc., Act 1974 requires employers to 

provide information, instruction and training for employees along with the Management of Health and 

Safety at Work Regulations which established requirements for Compass Group UK&I to employ 

competent personnel. They also set out procedures for promoting and enforcing safe and healthy 

working conditions. 

Compass Group UK&I require our supply chain contractors to establish standards of health and safety 

that are at least equivalent to those we employ within our own business.  

As part of our partnering arrangements with our supply chain contractors and clients Compass Group 

UK&I will invite representatives to attend our toolbox talks and will make our toolbox talks available to 

them. 

2. Scope 

A library of Toolbox talks will be produced by the Health and Safety Team and held on the 

mycompasshse website. However on a monthly basis mandatory toolbox talks must be delivered based 

on a schedule developed by the HSE team (see appendix 2) and/or safety alerts will be circulated to the 

business and where important lessons are to be learnt following accidents, incidents or from 

professional publications etc.  

3. Roles & Responsibilities 

Responsibilities for Tool Box Talks 

The Health and Safety team is responsible for the development of the monthly mandatory toolbox talk 

schedule. The schedule lists the month and corresponding toolbox talk for delivery. 

Toolbox meetings should take approximately 10-15 minutes and be given to groups of about 15-20 

people. Meetings should be conducted by the immediate line manager or supervisor of the individuals 

concerned. 
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Tool Box Talks should not be simply passed on to employees to read as one of the principal benefits of 

toolbox talks is the ability to generate discussion where employees are encouraged to feedback their 

views based on individual experience.  

Additionally there may be minor variations to comply with the establishment’s procedures that the line 

manager needs to inform their staff of. 

Line managers and supervisors are to ensure that: 

• Toolbox Talks are delivered to all their team within the timeframe given.  

• All those who attended the toolbox talk complete the attendance sheet provided with the 
Toolbox Talk.  

• A copy of the above record of the attendance sheet is held on site.  

Compass and those of its supply chain partners are to: 

• Attend Toolbox Talks when requested.  

• Comply with the message delivered.  

• Complete the record of attendance prior to leaving the venue.  

4. Process 

The Site Manager is to deliver one tool box talk chosen from the index (see appendix 1) each month, this 

can be chosen based on current issues at site or randomly. The HSE Team will create a schedule of 

Mandatory tool box talks (see appendix 2) to be delivered to the teams each month. The Site Manager 

must then retain copies of all toolbox talks delivered and details of those who attended the training 

using the Attendance Sheet (see appendix 3).  

Subcontractors or members of our supply chain may also cover alternative topics provided the subject is 

project task, system or procedure related. 

The immediate supervisor is required to ensure the Toolbox Talk register is completed by the operatives 

receiving the talk and he/she signs to confirm those listed have been given the talk. 

Toolbox talks are listed within Appendix 1 and are designed for a range of issues including: 

• General health and safety                   •   Work at height  

• Construction safety issues                            •    Manual handling etc. etc. 

• Facilities management issues 

The intention is for a full range of toolbox talks on a wide range of subjects which are derived from 
the HSE Legal register.  

Toolbox talks are to be interactive and interesting and should maximise the use of multimedia tools 

including DVD, where appropriate.  
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4.1 Notes for Tool Box Talk presenters 

Toolbox talk presenters should be familiar with and understand the company’s health and safety policy 

and along with it the organisation and arrangements for the health and safety of persons on site. 

As a manager or supervisor, you represent the company at a site level and are the link between senior 

management and operatives and you have a direct responsibility for ensuring that the company’s safety 

policy is implemented on your site. 

In nearly all accidents, unsafe conditions and/or unsafe acts play a prominent part. During tool box talk 

presentations reference should be made to the need to avoid these. Examples are listed below: 

Unsafe conditions include: 

• Equipment improperly guarded  

• Defective equipment  

• Unsafe clothing, footwear, eye 
protection  

• Improper ventilation  

 

• Unsafe design or construction  

• Improper storage of chemicals, gases 
etc.  

• Defective electrical installation  

• Improper shoring to excavations.  

Unsafe acts include: 

• Operating plant and equipment without 
authority  

• Operating at an unsafe speed  

• Making safety devises inoperative  

• Using unsafe equipment or equipment 
unsafely  

 

• Loading or placing unsafely  

• Being in an unsafe position  

• Working on moving or dangerous 
equipment  

• Horseplay  

• Not using personal protective 
equipment 

Site managers and employees have a responsibility to ALL personnel, including our sub-contractors, to 

ensure that they recognise, act upon and avoid any unsafe acts and conditions.  

Dangerous occurrences, when reported to you, must be immediately investigated and remedial action 

taken where necessary. 

Every injury, no matter how slight it may appear, should immediately be reported to you. Ensure that 

prompt first aid treatment is given by the person nominated and that the incident is reported on the 

AIR2 portal as per the link below. 

https://www.compassconnect.com/Connect/myportal/CompassHome/BusinessSupport/HSE 

  

https://www.compassconnect.com/Connect/myportal/CompassHome/BusinessSupport/HSE
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Appendix 1: Tool Box Talk Index 

  00 Aide Memoire for Managers & Supervisors 39 Ladders, Steps & Trestles 

01 Abrasive Wheels 40 Leptospirosis (Weil’s Disease) 

02 Access & Egress 41 Lifting Equipment 

03 Accident & Incident Reporting 42 Lifting Operations 

04 Ammonia 43 Lock Off & Tag Out 

05 Asbestos 44 Lone Working 

06 Biological Hazards 45 Machinery 

07 Cartridge Operated Tools 46 Manual Handling 

08 Compressed Air 47 Mobile Elevated Work Platform 

09 Conduct 48 Noise 

10 Confined Spaces 49 Office Safety 

11 Construction 50 Ozone Depleting Substances 

12 Demolition 51 Permit to Work 

13 Display Screen Equipment 52 Personal Protective Equipment 

14 Driving Safely 53 Petrol & Petroleum Products 

15 Drugs & Alcohol 54 Plant & Equipment 

16 Dust & Fumes 55 Portable Appliances 

17 Electric Arc Welding 56 Power Tools 

18 Electrical Safety 57 Pressure Systems 

19 Emergency Procedures 58 Radiation (Ionising) 

20 Enforcing Authorities 59 Raised Floors 

21 Environmental Protection 60 Respiratory  Protective Equipment 

22 Erecting Structures 61 Roof Access 

23 Excavations 62 Safe Place of Work 

24 Eye Protection 63 Safe Systems of Work 

25 Fall Arrest Equipment 64 Safety Signs 

26 Fire Precautions 65 Scaffold Towers (Mobile) 

27 First Aid 66 Scaffolding 

28 Forklift Trucks 67 Site Rules 

29 Gas Cylinders 68 Site Set Up & Fencing 

30 Gas Welding and Cutting 69 Slips, Trips and Falls 

31 Gas Work 70 Transport (Site) 

32 Hand Tools 71 Unsafe Acts & Unsafe Conditions 

33 Hazardous Substances 72 Violence at Work 

34 Hearing Protection 73 Waste 

35 Highly Flammable Liquids 74 Winter Working 

36 Hoists and Hoist Towers 75 Wood Working Machines 

37 Hot Work 
38 
 

76 Working At Height 

38 Housekeeping   
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Appendix 2: Mandatory Tool Box Talk Schedule 
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Appendix 3: Attendance Sheet 

 


