Appendix I: Safety Huddle Board — Make Safety a Daily Verb (Fillable Sheet)
Purpose
Safety isn’t paperwork—it’s a daily habit reinforced in five minutes or less. The Safety Huddle Board makes it visual, fast, and shared. If it doesn’t change behavior, change the board.
How to Use This Tool
1. Post this form on your physical or digital huddle board.
2. Update daily before the first shift with real incidents, hazards, and focus themes.
3. Run your 3–5 minute huddle using the script below.
4. Capture notes, ownership, and wins directly on this sheet.
5. Replace weekly or when all fields are full.
Safety Huddle Board Layout
	Box #
	Content Area
	Fillable Section

	1
	Incidents (Last 30 Days)
	☐ Injury  ☐ Near Miss  ☐ Fix Completed
Details:

	2
	Focus of the Day
	Today’s Topic:
Action Step:
Responsible:

	3
	Training & Schedule
	Upcoming Sessions:
Next Toolbox Talk:
Trainer:

	4
	Issues & Owners
	Hazard:
Owner:
Due Date:
Status (☐ Open  ☐ Closed)


📸 Visual Tip: Add icons or printed photos for common hazards—forklift lanes, pinch points, wet zones, overhead lifts. Keep the layout simple enough to read from ten feet away.
Daily Safety Huddle Script (3–5 Minutes)
	Step
	What to Cover

	1. Yesterday
	One safety win, one near miss or concern, and what changed.

	2. Today
	Volume forecast, visitors, weather, or equipment updates that affect safety.

	3. Focus
	Highlight one hazard and its location (e.g., ‘Fatigue Check — report tiredness early’).

	4. Help
	Remind everyone who to contact if something feels unsafe — no questions asked.

	5. Reminder
	Reinforce: 'You always have stop-work authority. Use it.'


Tracking and Accountability
	Category
	Goal
	Current Status
	Owner / Notes

	Attendance
	Log daily huddles; recognize crews with 30-day perfect attendance
	
	

	Safety Suggestions
	Target 80% acted on within 48 hours
	
	

	Wins
	Post before/after photos when issues are fixed
	
	


Daily Log
	Date
	Focus Topic
	Near Miss / Concern
	Fix Owner
	Status / Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Field Tip
The best boards aren’t spotless—they’re used. Smudges, tape marks, and quick notes show real engagement. If your board looks perfect, you’re not using it enough.
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