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APPENDIX 4 
Tool Box Talk Procedure  

Purpose 

Delivery of Effective Tool Box Talks, in which:  
• Supervisors communicate hazards and controls to the work team prior to commencing a task,  
• People discuss and understand the hazards, work procedures and safe working practices for their tasks  
• The work team identify any additional hazards and required controls and, if necessary control updating 
the permit to work. 

Who is this for? 

• Managers and Supervisors; 
• HSE Professionals; 
• All Sakhalin Energy staff, contractors and sub-contractors, including visitors to sites where Sakhalin 

Energy activities are taking place; 

What situations are covered? 

The procedure describes requirements for planning and performing Tool Box Talk (TBT) before work 
commences and continuous improvement of risk assessment process. 

Requirements: Responsibilities 

1. Area Authority / Site Controller are responsible to: 
• Ensure all hazards are managed in accordance with SE ISSOW Permit to Work Manual and 

Hazardous Activities Standards. 
• Provide appropriate information and instruction and ensure competence of involved personnel. 
• Perform quality checks of risk assessments (e.g. PTW Audits) and tool box talks (e.g. TBT 

Audits) as per Attachment 2. 

2. Supervisors / Performing Authorities (Tool Box Talk Leaders) are responsible to: 
• Review the steps of each task and identify all the hazards and appropriate controls in 

accordance with SE ISSOW Permit to Work Manual and Hazardous Activities Standards. 
• Deliver Toolbox Talks in accordance with this procedure. 
• Ensure details of the assessment are communicated to the work team, allocating individual 

responsibilities for job tasks and control measures. 
• Ensure that any potential improvements highlighted during the assessment process are 

reviewed and actioned / implemented as appropriate. 
• Ensure that before work commences all members of the work team are in  agreement with the 

detail of the assessment and the proposed control measures. 
 

3. People Carrying out the Work are responsible to: 
• Understand the hazards and control measures associated with the task 
• Actively monitor the worksite and surrounding area for changes that could affect HSE risks 
• Stop the work and reassess the risk for any HSE concerns 
• Share knowledge and contribute towards the toolbox talk 
• Identify any lessons learned from the job 
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General Requirements:  

Toolbox talk (TBT) is a critical tool, which helps everyone understand the job they are involved with to 
better execute it in a safe manner. Tool Box Talks should be done before any job commences following a 
documented risk assessments. Tool Box Talk is the final opportunity to spot any hazards or risks left 
unidentified in the Risk Assessment and for the working party to discuss the work to be done and register 
any concerns with the Performing Authority. 
 
1. TBT Leader competence requirements 

 
Person assigned on the role of the TBT Leader/PA should meet the following competence requirements 
  

• PtW Essentials training 
• TBT Training 

2. The structure of the toolbox talk should provide mechanisms for 

• Discussing any formal risk assessment match for the job 
• Confirming the general understanding of the task 
• Identifying additional hazards and control measures 
• Recording the communication and toolbox talk process.  
• Collecting feedback and comments on the work process, hazards and controls 

3. Tool Box Talk shall be held before all activities. 

4. The toolbox talk should be held at the worksite so that all workers are able to see and evaluate the 
hazards discussed at the meeting. It shall, where possible, include all people involved in the work or 
those who may be affected by it such as subcontractors, vendors, and the crew.  

5. A Toolbox Talk shall be an open two-way dialogue between all members of the work team to discuss all 
HSE aspects of the job prior to starting the activity. If a task is going to be performed by only one person 
this dialogue should be held between the person and his immediate supervisor.  

Supervisor shall ask open questions, for example: 
• What is the activity we are going to perform?  
• What sub activities / tasks can it be broken down into? 
• What are the main hazards associated with the each activity? 
• What do you need to do to control these hazards? 
• What tools are we going to use? 
• Who will do which piece of work? What is each person’s role?  
• What will you do if somebody gets hurt? 
• Specifically how will we rescue a person if there is a problem? 
• What will you do if an additional work is required, which is not described in the permit? 
• What do we do if something goes wrong? 
• Can other activity impact our works? 
• What will you do if you see an unsafe act or condition? 
• Finish the Tool Box Talk meeting with the question: 

“Is there anything we have not discussed but you want to ask?” 

6. Tool Box Talk fulfills three functions: 

6.1 Provides the opportunity for those involved in the task, to identify further hazards and control 
measures which may have been overlooked in the initial assessment. If there are any new hazards 
then, for permitted activities, AA shall be informed and the permit shall be updated, if required, 
before the work continues. 
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6.2 Reaches agreement of the whole work team on whether or not to proceed with the activity. If 
agreement cannot be reached, DO NOT START THE JOB. 

6.3 Makes clear to all involved that, should conditions or personnel change or assumptions made when 
planning the activity prove false, they should STOP THE JOB and re-assess the situation.,. 

7. Stopping the job for HSE concerns 
 
When conditions at the worksite change or when conditions when there is a deviation from the work 
program the individual or work team shall stop the job and re-assess the situation. Only when the re-
assessment indicates that the risks can be made ALARP should the task be restarted. 

 
Anyone concerned about the safety of a task has a duty to stop the job. The decision of that person must 
be supported, even if it turns out to be based on incorrect reasoning. (Criticism of a decision in such 
circumstances will increase the likelihood of the next job not being stopped when perhaps it should have 
been). 

     
8. RECORDS 

Records should be maintained to document the implementation of this Procedure. This includes the Tool 
Box Talk Prompt Card (Attachment 1) (or equivalent) or ISSOW TBT audit forms Attachment 2. 
 

9. TOOL BOX TALK PROMPT CARD 

As an aid to delivery of TBT, Sakhalin Energy provides a Tool Box Talk prompt card which should be 
used for activities not controlled by a permit to work. The guidance on how to conduct a Tool Box Talk 
can also be useful for permitted activities. 

 
10. TOOL BOX TALK TRAINING MATERIAL 

In order to improve the quality and delivery of Tool Box Talks, training material has been developed in 
both Russian and English language versions. These can be found here: Effective Toolbox Training 

 
 

 
 
 
 
 
 

https://sww-llsak.sakhalinenergy.ru/glasseic/livelink.exe?func=ll&objId=84817024&objAction=browse&sort=name
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Attachment 1 
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Attachment 1 
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