ELECTRICAL HELPS / TOOLBOX TALKS

Pre-task planning: turn the job into clear
steps
Talk 26 of 52 | Week 26 | Trade practice

Leader: adapt this talk to today's electrical work and site procedures. See the educational-use and liability notice on
page 2.

START THE CONVERSATION

The crew knows it must install a feeder, but the assignment includes delivery, access, pulling,
terminations, and handover. A useful pre-task discussion makes those steps and their hazards
visible.

KEY TALKING POINTS

1. Break the assignment into manageable steps with the workers who will perform it. For each
step, identify the hazards, controls, responsible people, and conditions needed before
proceeding. A generic form is a starting point, not a substitute for discussing today's actual
installation.

2. Electrical job example: material handling may be the first major exposure even though the
completed task involves electricity. Include delivery, staging, access, and cleanup instead of
focusing only on the final connection. Ask the apprentice to describe what they expect to do first.

3. Confirm the limits of each person's authorization and training. Identify tasks that require
qualified personnel, competent-person involvement, specialized equipment, or another
employer's coordination. Do not let an unclear responsibility become an assumption that
someone else has handled it.

4. Use a drawing or simple sketch to discuss the work area. Mark the access route, electrical
boundaries, nearby operations, and material locations. Ask workers to point out conflicts that
may not appear in a written task description.

5. Agree on stop-and-review triggers, such as unexpected equipment, changed conditions,
missing controls, or a revised scope. Make it clear who receives the concern and who approves a
revised plan. Reporting a change should be part of doing the job correctly.

6. Check understanding through a brief explanation from the crew rather than only asking
whether everyone agrees. Invite questions in a language and format workers understand. A
signature shows that a discussion was recorded; it does not prove that the task is safe or that the
worker is qualified.

7. Close the loop after the work. Record what changed, what control worked well, and what
should be improved before the next similar task. Assign follow-up actions and owners. Practical
lessons from the crew should inform the next briefing rather than disappear when the paperwork
is filed.

ASK THE CREW

1. Which step is missing from our initial plan? 2. What change requires us to pause and review?
BEFORE WORK STARTS

Have the crew explain the first work step, its controls, and the person responsible before starting.

OSHA SOURCES / FURTHER READING
OSHA: Job hazard analysis guide
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https://www.osha.gov/sites/default/files/publications/osha3071.pdf
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Date: Leader:

Company / jobsite:

Site hazards and controls discussed:

Follow-up action / responsible person / due date:

EDUCATIONAL USE & LIABILITY NOTICE

Educational use and limitation of liability: Electrical Helps provides this material as general information, as is,
without warranties of accuracy, completeness, or fitness for a particular task. It is not engineering, legal, or
site-specific safety advice and is not OSHA-issued or approved training. Employers and users remain responsible for
hazard assessment, qualified supervision, required training, safe work procedures, and compliance with applicable
requirements and manufacturer instructions. Do not perform work beyond your training or authorization. To the
fullest extent permitted by applicable law, Electrical Helps and its owners and contributors disclaim liability for
injury, death, property damage, or other loss arising from use of or reliance on this material. Nothing here excludes
liability that cannot lawfully be excluded, including liability for gross negligence or willful misconduct where
prohibited, or waives statutory rights or employer duties. Attendance signatures acknowledge participation and
receipt of this notice, not competency, certification, or a contractual release of claims.

Participant name Signature / acknowledgment

Signatures record attendance and receipt of the notice above only. No attendance data is collected by the website. Keep
the completed record according to your organization's procedures.
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