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RISK MANAGEMENT & LOSS CONTROL
12-Month Toolbox Talk Training Program
Office Environments, Employees Who Travel to Client Sites, and Virtual/Remote Employees
Prepared for: Company Name
Industry: Office, Field/Client-Site Travel & Virtual Employees
Prepared by: Questco Risk Management & Loss Control
Date: (Month Year)
How to Use This Program
This program provides one monthly safety talk covering office-based staff, employees who travel to client sites, and virtual/remote employees. While these roles carry lower physical hazard exposure than field trades, they are not risk-free — ergonomics, driving, travel, and emergency preparedness remain real exposures. Talks can be delivered in person, by video call, or shared as a short written or recorded message for remote staff.
1. Timing: Deliver each talk in the month assigned. Seasonal topics are timed to precede peak exposure.
1. Documentation: Each attendee should sign the attendance roster (template on final page). Retain rosters for a minimum of three years as evidence of training in the event of an OSHA inspection or claim dispute.
1. Engagement: Each module includes discussion prompts. Near-miss reports surfaced during talks are a leading indicator worth tracking.
1. Who delivers: The supervisor or designated safety coordinator delivers the talk. No specialized certification is required for awareness-level content.
Priority rankings reflect the general loss exposure hierarchy for this operation type. Adjust sequencing if your specific site conditions or claims history point to a different priority.
What a Toolbox Talk Can — and Can't — Replace
Toolbox talks deliver awareness-level training and day-to-day reinforcement — they are not a substitute for OSHA-mandated formal, hands-on, or certified training. Topics marked with ⚠ below have a separate training requirement (classroom and/or hands-on evaluation, documented competency, or periodic recertification) that this talk does not satisfy on its own. Each flagged module includes a red callout explaining what additional training is required. Contact the Questco Loss Control team for help setting up or documenting formal training programs.
⚠  = Formal/certified training required beyond this talk — see that month's module for details.

Regional Climate Adjustment
Heat and cold stress risk varies significantly by geography, and this program's calendar placement reflects a general, moderate-climate default. Any module addressing heat or cold stress is marked “Timing Adjustable by Region” — move it to align with your operation's actual local climate rather than the month shown.
	Climate Zone
	Example States
	Typical Peak Heat Season
	Typical Peak Cold Season

	Northern / High-Altitude
	Colorado, Minnesota, Montana, Maine, Wisconsin
	July – August
	November – March

	Transitional / Moderate
	Virginia, Tennessee, Kansas, Ohio, North Carolina
	June – September
	December – February

	Southern / Desert / Gulf Coast
	Texas, Arizona, Florida, Louisiana
	April/May – October (often longer in desert climates)
	Brief, typically December – January


If your operations span multiple states or climate zones, consider repeating the heat and/or cold module more than once per year, or tailoring timing by location. Contact the Questco Loss Control team for help calibrating this program to your specific region.


Annual Schedule at a Glance
	Month
	Topic
	Priority
	Primary Citation

	January
	Office Ergonomics — Workstation Setup
	1
	OSH Act §5(a)(1) General Duty Clause

	February
	Slips, Trips & Falls in Office Settings
	2
	29 CFR 1910.22

	March
	Electrical Safety — Cords, Power Strips & Space Heaters
	3
	29 CFR 1910.303 / 1910.305

	April
	Fire Prevention & Emergency Evacuation
	4
	29 CFR 1910.38 / 1910.157

	May
	Defensive Driving & Vehicle Safety for Business Travel
	5
	OSH Act §5(a)(1) General Duty Clause

	June
	Travel Safety Awareness
	6
	OSH Act §5(a)(1) General Duty Clause

	July
	Workplace Violence Prevention & De-escalation
	7
	OSH Act §5(a)(1) General Duty Clause

	August
	Remote & Home Office Ergonomics and Safety Setup
	8
	OSH Act §5(a)(1) General Duty Clause

	September
	Situational Awareness at Client Sites
	9
	OSH Act §5(a)(1) General Duty Clause

	October
	Manual Material Handling — Deliveries & Equipment
	10
	OSH Act §5(a)(1) General Duty Clause

	November
	Fatigue & Wellbeing Awareness for Remote & Traveling Employees
	11
	OSH Act §5(a)(1) General Duty Clause

	December
	Emergency Preparedness — Severe Weather & Travel Disruptions
	12
	OSH Act §5(a)(1) General Duty Clause


This program references federal OSHA (29 CFR) standards. If your organization operates in a state with an OSHA-approved State Plan (e.g., California, Washington, Michigan, Oregon, and others), state-specific standards may apply in addition to or in place of federal requirements. Contact the Questco Loss Control team for guidance specific to your state.


  JANUARY — Office Ergonomics — Workstation Setup
Priority: 1 of 12
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause
Why This Month: Poor workstation setup is a leading cause of cumulative strain injuries among office-based staff, and a natural topic to open the year.
Key Talking Points
1. Monitor height: Top of the screen at or slightly below eye level, arm's length away.
1. Chair support: Feet flat on the floor or a footrest, lower back supported.
1. Keyboard and mouse position: Elbows at roughly 90 degrees, wrists neutral rather than bent.
1. Micro-breaks: Stand, stretch, and look away from the screen every 30–60 minutes.
1. Report discomfort early: Persistent discomfort should be addressed before it becomes an injury.
Discussion Prompts
1. Has anyone adjusted their workstation recently — what changed?
1. What's the most common source of discomfort by end of day?


  FEBRUARY — Slips, Trips & Falls in Office Settings
Priority: 2 of 12
Regulatory Reference: 29 CFR 1910.22
Why This Month: Office environments still carry slip and trip exposure — often underestimated because the setting feels low-risk.
Key Talking Points
1. Cable management: Secure or route cords and cables away from walking paths.
1. Clear walkways: Keep boxes, cords, and equipment out of aisles and doorways.
1. Wet floor awareness: Report spills near break rooms or entries promptly.
1. Stairwell attention: Use handrails, especially while carrying items.
1. Reasonable footwear: Choose footwear appropriate for the office environment and any site visits planned that day.
Discussion Prompts
1. Where in our office do cords or clutter create a trip hazard?
1. Has anyone had a near-miss on stairs or a wet floor?


  MARCH — Electrical Safety — Cords, Power Strips & Space Heaters
Priority: 3 of 12
Regulatory Reference: 29 CFR 1910.303 / 1910.305
Why This Month: Overloaded outlets and improvised heating are common, under-recognized office fire hazards.
Key Talking Points
1. No daisy-chaining: Avoid plugging power strips into other power strips.
1. Space heater rules: Follow office policy on space heater use — keep clear of combustibles and never leave unattended.
1. Cord inspection: Report frayed or damaged cords; don't run cords under carpet.
1. Outlet capacity: Avoid overloading a single outlet or circuit.
1. Report issues: Flickering lights or warm outlets should be reported, not ignored.
Discussion Prompts
1. Are space heaters being used according to office policy?
1. Has anyone noticed an overloaded outlet or power strip?


  APRIL — Fire Prevention & Emergency Evacuation
Priority: 4 of 12
Regulatory Reference: 29 CFR 1910.38 / 1910.157
Why This Month: All office staff need to know evacuation procedures regardless of how rarely they're used.
Key Talking Points
1. Know two ways out: Identify your primary and secondary evacuation routes from your workspace.
1. Assembly point: Know where to gather after evacuating and how attendance is confirmed.
1. Don't use elevators: Use stairs during a fire evacuation.
1. Assist as appropriate: Know the plan for assisting visitors or coworkers who may need help evacuating.
1. Report blocked exits: Exits and evacuation routes must remain clear at all times.
Discussion Prompts
1. Can everyone name their two evacuation routes from their desk?
1. When was the last fire drill, and did it go smoothly?


  MAY — Defensive Driving & Vehicle Safety for Business Travel
Priority: 5 of 12
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause
Why This Month: Employees driving to client sites face one of the highest-severity exposures in office/field-hybrid roles — motor vehicle incidents.
Key Talking Points
1. Phone-free driving: No calls or texting while driving, hands-free or otherwise, per company policy.
1. Plan the route: Review directions before starting the trip, not while driving.
1. Fatigue awareness: Avoid driving when fatigued; take breaks on longer trips.
1. Weather adjustments: Slow down and increase following distance in poor weather.
1. Vehicle condition: Confirm tires, lights, and wipers are in good condition before trips, especially seasonally.
Discussion Prompts
1. What's our policy on phone use while driving for work, and is it being followed?
1. Has anyone had a close call while driving to a client site?


  JUNE — Travel Safety Awareness
Priority: 6 of 12
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause
Why This Month: Summer often brings increased business travel; hotel and unfamiliar-location awareness reduces personal safety risk.
Key Talking Points
1. Situational awareness: Stay alert in unfamiliar parking lots, garages, and building entries.
1. Hotel room safety: Verify door and window locks; know your evacuation route from your room.
1. Share your itinerary: Let someone know your travel schedule and expected check-ins.
1. Valuables and information: Secure laptops and sensitive documents when away from your room or vehicle.
1. Trust your instincts: Leave any situation that feels unsafe and report it.
Discussion Prompts
1. Does our team have a simple way to share travel itineraries with each other?
1. Has anyone had an uncomfortable experience while traveling for work?


  JULY — Workplace Violence Prevention & De-escalation
Priority: 7 of 12
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause
Why This Month: Employees visiting client sites or handling difficult conversations — remote or in person — benefit from de-escalation awareness.
Key Talking Points
1. Recognize warning signs: Escalating tone, aggressive body language, or refusal to disengage.
1. De-escalate, don't argue: Stay calm, lower your voice, and avoid matching heightened emotion.
1. Know your exit: In person, position yourself near an exit during a tense interaction.
1. Disengage when needed: Leave the situation or end the call if it becomes threatening, and report it.
1. Report, don't absorb: Concerning interactions should always be reported, even if they resolved on their own.
Discussion Prompts
1. Has anyone had a client interaction — in person or by phone — that felt tense or unsafe?
1. What's our process for reporting a concerning interaction?


  AUGUST — Remote & Home Office Ergonomics and Safety Setup
Priority: 8 of 12
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause
Why This Month: Virtual employees face the same ergonomic exposures as office staff, often with less structured workstations.
Key Talking Points
1. Dedicated workspace: A consistent, appropriately set up workspace reduces strain compared to working from a couch or bed.
1. Monitor and chair basics: Apply the same ergonomic principles as the office — screen height, chair support, wrist position.
1. Lighting: Adequate lighting reduces eye strain during video calls and screen work.
1. Electrical basics at home: Avoid overloaded outlets and damaged cords in the home workspace.
1. Movement breaks: Remote work can reduce incidental movement — build in intentional breaks.
Discussion Prompts
1. What does your current home workspace setup look like — any adjustments needed?
1. What's the biggest ergonomic challenge of working remotely?


  SEPTEMBER — Situational Awareness at Client Sites
Priority: 9 of 12
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause
Why This Month: Employees visiting client facilities are exposed to hazards outside their control and may not know site-specific rules.
Key Talking Points
1. Check in on arrival: Follow the client site's visitor sign-in and safety briefing procedures.
1. PPE awareness: Wear any PPE required by the client site, even for a brief visit.
1. Know the hazards aren't yours to control: Stay alert to forklift traffic, wet floors, or restricted areas that may not be obvious.
1. Emergency procedures: Ask about the client site's evacuation procedure if you'll be there for an extended visit.
1. Report incidents: If you witness or are involved in an incident at a client site, report it to your own company as well as the client.
Discussion Prompts
1. What's our process for learning a client site's safety rules before a visit?
1. Has anyone encountered an unexpected hazard while visiting a client location?


  OCTOBER — Manual Material Handling — Deliveries & Equipment
Priority: 10 of 12
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause
Why This Month: Office and hybrid staff occasionally handle deliveries, equipment moves, or event setup — an easy-to-overlook lifting exposure.
Key Talking Points
1. Plan the lift: Assess the load before lifting, even for a “quick” office task.
1. Ask for help: Heavy or awkward items — boxes of paper, monitors, furniture — warrant a second person.
1. Use available equipment: Hand trucks or carts are often available and underused in office settings.
1. Lift mechanics: Bend at the knees, keep the load close, avoid twisting.
1. Clear the path first: Remove obstacles before carrying an item, rather than navigating around them mid-carry.
Discussion Prompts
1. What's the heaviest or most awkward item handled in our office recently?
1. Do we have a hand truck or cart available, and does everyone know where it is?


  NOVEMBER — Fatigue & Wellbeing Awareness for Remote & Traveling Employees
Priority: 11 of 12
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause
Why This Month: Travel schedules, time zone changes, and the blurred boundaries of remote work can contribute to fatigue that affects safety, including driving safety.
Key Talking Points
1. Fatigue affects judgment: Recognize that fatigue impairs decision-making and reaction time, particularly for driving.
1. Set boundaries: Encourage clear start/stop times for remote work to support rest and recovery.
1. Travel recovery: Build in reasonable recovery time after demanding travel schedules.
1. Know the resources: Be aware of any employee assistance resources available through the company.
1. Speak up: Encourage team members to flag when a schedule feels unsustainable.
Discussion Prompts
1. Does our current travel or remote work schedule allow for adequate rest?
1. What resources are available if someone needs support?


  DECEMBER — Emergency Preparedness — Severe Weather & Travel Disruptions
Priority: 12 of 12
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause
Why This Month: Winter weather affects both commuting office staff and traveling employees, making this a fitting year-end topic.
Key Talking Points
1. Know the office closure policy: Understand how weather-related closures or delays are communicated.
1. Winter driving basics: Reduce speed, increase following distance, and keep an emergency kit in the vehicle.
1. Travel contingency: Build buffer time into winter travel plans for flight or road delays.
1. Remote work fallback: Confirm remote employees know how to reach the team if local infrastructure is disrupted.
1. Check in on each other: A quick check-in during severe weather events supports both safety and morale.
1. Climate awareness for travel: Employees traveling to a different climate zone should review that region's seasonal risks — heat stress signs for hot climates, cold/frostbite signs for cold climates — rather than assuming home-climate conditions apply (see Regional Climate Adjustment).
Discussion Prompts
1. Does everyone know how weather-related closures are communicated?
1. What would you need to work safely and effectively if severe weather disrupted your commute or travel?


Toolbox Talk Attendance Roster
	Company:
	Enter company name
	
	Training Topic:
	Enter training topic

	Training Date:
	Select date
	
	Supervisor/Trainer:
	Enter name



By signing below, each employee acknowledges attending this toolbox talk, understanding the material presented, and having the opportunity to ask questions.
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	Signature
	Date
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Retain completed rosters for a minimum of three (3) years. Duplicate this page as needed for each monthly talk.
	State Plan Note: This program references federal OSHA (29 CFR) standards. If your organization operates in a state with an OSHA-approved State Plan (e.g., California, Washington, Michigan, Oregon, and others), state-specific standards may apply in addition to or in place of federal requirements. Contact the Questco Loss Control team for guidance specific to your state.


This program was prepared by Questco Risk Management & Loss Control as advisory guidance based on the operations profile described by the client. It does not constitute legal advice, and it does not replace site-specific hazard assessment or the client's obligations as an employer under the Occupational Safety and Health Act. Questions may be directed to the Questco Loss Control team.
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