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HAZARDS

– Each day our workers insert themselves into a worksite 
filled with hazards

• The task we’re doing can be hazardous

• The tools and equipment we use introduce hazards

• The environment has hazards

• Ourselves and other workers can present a hazard

– PLANNING is the key to a safe job and an efficient job

– Your Tailboard meeting is the last piece of job planning 
before starting work – and the most important!
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• Definition
– A short, documented pre-job meeting conducted 

at the job site by the workers to discuss:
• the work to be done 

• the hazards present

• the safety measures that will be put in place to control 
risk
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What is a Tailboard Meeting?
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Tailboard Basics

• Why is it held?

– Identify all job steps and tools

– Identify all hazards

– Put suitable controls in place

– Coordinate all members of the work group to 
work safely
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Tailboard Basics

• Who attends?

– All workers involved in the job

– The Plant Operator/Superintendent

– Other workers/groups affected by your job

– Led by ANY worker (rotate this duty)

– ALL attendees must participate – a group effort
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Tailboard Basics

• What are we looking for?

– To understand the work

– To identify the hazards

– To control the hazards
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• Where is it held?

– At the job site

– You need to view the hazards in real time

– Not held in the office beforehand
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Tailboard Basics
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Tailboard Basics

• When is it held?

– Daily (at a minimum)

– For every job (even if only one worker)

– Before work starts

• When things CHANGE

– Hold another Tailboard meeting any time:

• Job scope changes (additional duties)

• Work conditions change (e.g., a change in weather)

• Personnel change (a worker leaves or arrives)
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• How is it documented?

– Form 2.3: Tailboard Meeting

– Remember to review, discuss, and reference 
these on the Tailboard:  

• Safe Work Practices

• Safe Job Procedures

• Job Safety Analyses

– Good documentation is due diligence

– Completed forms: keep a copy, file a copy at the 
plant, and file it in the project file (if a project)
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Tailboard Basics
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Tailboard Tips

– Go for 5 steps AT LEAST

– Consider the entire work zone
• Is the work inside?  Outside?  Look at the whole work zone.

– Change can be very dangerous 
• Re-hold Tailboard when change introduced

• New members don’t just sign on, the whole crew meets

– Send your manager your BEST Tailboard from the week

– Our managers need to review and coach
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A system used to minimize exposure to hazards
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Sample

• Review the 
applicable SWPs 
with all workers 
during the Tailboard 
Meeting

• Reference the SWP 
on the form

• Good practice to list 
key controls on 
form, even if found 
in SWP
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• Remember:

– If personnel, scope, 
or conditions of the 
work change, hold 
another Tailboard 
Meeting!

– Examples:
• You decide to move 

the old fridge out

• It starts to rain 
heavily

• A third worker 
arrives to help out

Sample



ntpc.com  | 14

QUIZ
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