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RISK MANAGEMENT & LOSS CONTROL
12-Month Toolbox Talk Training Program
Property Management & Maintenance Operations
Prepared for: Company Name
Industry: Property Management & Maintenance
Prepared by: Questco Risk Management & Loss Control
Date: (Month Year)
How to Use This Program
This program provides one toolbox talk per month, sequenced by exposure priority and general seasonality. Each module is designed to be delivered in 10–15 minutes at the start of a shift or team meeting. Topics are scoped to typical property management maintenance operations — minor repairs, general building systems, and grounds/exterior work.
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
	Slips, Trips & Falls — Walking-Working Surfaces
	1
	29 CFR 1910.22

	February
	⚠ Fall Protection & Elevated Work
	2
	29 CFR 1910.28

	March
	Ladder Safety — Portable & Fixed
	3
	29 CFR 1910.23 / 1910.28(b)(9)

	April
	Electrical Safety — Scope of Work Awareness
	4
	29 CFR 1910.331–.335

	May
	Hazard Communication — Chemicals & SDS
	5
	29 CFR 1910.1200

	June
	Heat & Cold Stress Awareness
	High — Timing Adjustable by Region
	OSH Act §5(a)(1) General Duty Clause; OSHA Heat NEP

	July
	Hand & Power Tool Safety + PPE
	7
	29 CFR 1910.242; Subpart I (1910.132–.138)

	August
	Working Alone & Public/Tenant Interactions
	8
	OSH Act §5(a)(1) General Duty Clause

	September
	Ergonomics & Safe Lifting
	9
	OSH Act §5(a)(1) General Duty Clause

	October
	Fire Prevention, Emergency Action & Extinguishers
	10
	29 CFR 1910.38 / 1910.39 / 1910.157

	November
	⚠ Lockout/Tagout Awareness
	11
	29 CFR 1910.147

	December
	⚠ Bloodborne Pathogens & Biohazard Awareness
	12
	29 CFR 1910.1030


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 — Slips, Trips & Falls — Walking-Working Surfaces
Priority: 1 of 12
Regulatory Reference: 29 CFR 1910.22
Why This Month: Slips and falls are consistently the leading claim source in property management, affecting both maintenance staff and the tenants/visitors on properties they maintain.
Key Talking Points
1. Snow and ice removal (if applicable): Treat walkways, entries, and parking areas before tenant/visitor traffic begins, and document removal times.
1. Footwear: Slip-resistant footwear appropriate to conditions; traction devices for exterior work in winter climates.
1. Interior hazards: Wet floors from cleaning or weather — use signage and address promptly.
1. Housekeeping: Keep mechanical rooms, shops, and corridors clear of cords, hoses, and stored material.
1. Report it: Near-misses are free warnings — report recurring problem areas for permanent correction.
Discussion Prompts
1. Where on our properties do slip or trip hazards recur?
1. Has anyone slipped or nearly slipped recently? What caused it?


  FEBRUARY — Fall Protection & Elevated Work  ⚠
Priority: 2 of 12
Regulatory Reference: 29 CFR 1910.28
Why This Month: Falls from height are the highest-severity exposure in property maintenance, even though frequency is typically low.

	⚠ Beyond This Talk — Formal Training Required: 29 CFR 1910.30 requires employers to provide a documented fall protection training program — covering hazard recognition, correct use of equipment, and procedures — for any employee exposed to fall hazards. This talk reinforces good habits; it does not fulfill that training and documentation requirement on its own.


Key Talking Points
1. The 6-foot rule: On low-slope roofs, work within 6 feet of an unprotected edge requires conventional fall protection (guardrail, travel restraint, or personal fall arrest).
1. Designated areas: Work 6–15 feet from the edge may use a designated area for infrequent, temporary tasks under specific conditions.
1. Skylights and openings: Treat every skylight or roof opening as a fall hazard — never step on, lean on, or work near without protection.
1. Weather limits: No elevated work in high wind, ice, snow, or on wet surfaces.
1. Stay on task: Access elevated areas only for the assigned task and return promptly.
Discussion Prompts
1. What tasks take our team onto roofs or elevated areas, and how close to an edge?
1. Do we know where every skylight or roof opening is on each property?


  MARCH — Ladder Safety — Portable & Fixed
Priority: 3 of 12
Regulatory Reference: 29 CFR 1910.23 / 1910.28(b)(9)
Why This Month: Ladders are the primary access method for both routine repairs and elevated work covered in February's talk.
Key Talking Points
1. Inspection: Check rungs, rails, and locking mechanisms before each use; tag and remove damaged ladders from service.
1. Three-point contact: Two hands and one foot, or two feet and one hand, at all times.
1. Hands free: Never climb while carrying tools or materials — use a tool belt or hoist line.
1. The 24-foot rule (fixed ladders): Fixed ladders extending more than 24 feet require a personal fall arrest or ladder safety system; cages alone do not satisfy the standard for ladders installed or replaced after November 19, 2018.
1. Portable ladder angle and use: Maintain proper angle for extension ladders and never stand on the top two steps.
Discussion Prompts
1. What is the height of any fixed ladders our team uses — do any exceed 24 feet?
1. What's the most common shortcut you see with portable ladders?


  APRIL — Electrical Safety — Scope of Work Awareness
Priority: 4 of 12
Regulatory Reference: 29 CFR 1910.331–.335
Why This Month: Spring turnover season often increases minor electrical tasks. Reinforcing scope boundaries prevents drift into licensed-electrician work.
Key Talking Points
1. Know your stop point: Confirm and follow your organization's defined electrical scope of work. Anything beyond that scope goes to a licensed electrician.
1. Verify de-energized: Test before touching, and test the tester on a known live source first.
1. Breaker discipline: A breaker that trips repeatedly is a symptom, not a nuisance — report it rather than repeatedly resetting.
1. GFCI protection: Required for tool use in wet or damp locations.
1. Cord and tool inspection: Remove damaged cords and tools from service immediately.
Discussion Prompts
1. Give an example of a task that looks minor but is outside our electrical scope.
1. Where are the damp locations on our properties requiring GFCI use?


  MAY — Hazard Communication — Chemicals & SDS
Priority: 5 of 12
Regulatory Reference: 29 CFR 1910.1200
Why This Month: Spring cleaning and turnover season means peak use of cleaners, degreasers, adhesives, and paints.
Key Talking Points
1. Right to know: Every chemical on site must have an accessible Safety Data Sheet (SDS).
1. Labels stay on: Never use an unlabeled container; secondary containers must be labeled.
1. Never mix: Certain common cleaning chemicals generate toxic gas when combined — know which products must never be mixed.
1. Read before use: Check the SDS for required PPE and first aid before using unfamiliar products.
1. Storage: Keep incompatibles separated and containers closed.
Discussion Prompts
1. Can everyone pull up an SDS right now for a product they use regularly?
1. What products have we never actually read the SDS for?


  JUNE — Heat & Cold Stress Awareness
Priority: High — Timing Adjustable by Region
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause; OSHA Heat NEP
Why This Month: Summer heat increases risk for exterior maintenance and grounds work. The month shown is a general default — shift this module earlier or later, or repeat it seasonally, to match your region's actual climate (see Regional Climate Adjustment).
Key Talking Points
1. Water, rest, shade: Hydrate regularly; take breaks in shade or cooling during peak heat.
1. Acclimatization: New or returning workers need a gradual ramp-up in hot conditions.
1. Know the signs — heat: Recognize heat exhaustion and heat stroke symptoms and respond immediately.
1. Know the signs — cold: In cold-climate operations or shoulder seasons, recognize frostbite and hypothermia signs — numbness, shivering that stops, confusion — and warm the person immediately.
1. Layer and hydrate in cold too: Cold weather work still requires hydration; layer clothing and take warming breaks during extended exterior work.
1. Schedule smart: Shift the most strenuous exterior tasks to the coolest or warmest part of the day as conditions require.
Discussion Prompts
1. Based on our actual climate, is this module timed correctly, or should it move (see Regional Climate Adjustment)?
1. Where is the nearest water, shade, or warm-up area at each property?


  JULY — Hand & Power Tool Safety + PPE
Priority: 7 of 12
Regulatory Reference: 29 CFR 1910.242; Subpart I (1910.132–.138)
Why This Month: Mid-year reinforcement of the daily-use exposure; lacerations and eye injuries are common in maintenance work.
Key Talking Points
1. Inspect before use: Check guards, cords, and handles; tag and pull damaged tools.
1. Guards stay on: Never remove or bypass a guard.
1. Right tool, right job: Improvisation is a leading cause of hand injuries.
1. Eye protection: Required for drilling, cutting, grinding, or overhead work.
1. Gloves matched to task: Cut-resistant, chemical-resistant, or general purpose as the task requires.
Discussion Prompts
1. What's the most worn-out tool still in circulation, and why hasn't it been replaced?
1. When was safety-glass use last skipped 'for a quick job'?


  AUGUST — Working Alone & Public/Tenant Interactions
Priority: 8 of 12
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause
Why This Month: Maintenance staff often enter occupied spaces and interact with the public or tenants under stress.
Key Talking Points
1. Announce and document: Follow proper notice procedures before entry; log entries.
1. Position for exit: Keep yourself near an exit path during occupied-space work.
1. De-escalate, disengage: Stay calm and refer disputes to management — you are not the person who resolves them.
1. Leave when it turns: Exit immediately if a situation becomes aggressive or unsafe, and report it.
1. Check-ins: Establish a check-in cadence for solo work in vacant or isolated areas.
Discussion Prompts
1. Has anyone had an interaction that felt unsafe? What would have helped?
1. What's our actual check-in procedure for solo work?


  SEPTEMBER — Ergonomics & Safe Lifting
Priority: 9 of 12
Regulatory Reference: OSH Act §5(a)(1) General Duty Clause
Why This Month: Turnover season increases material handling — appliances, furniture, and equipment moves.
Key Talking Points
1. Plan the lift: Size up the load and clear the path before lifting.
1. Team-lift threshold: Heavy, awkward, or view-obstructing loads require a two-person lift or mechanical aid.
1. Use the equipment: Dollies and hand trucks exist to be used.
1. Lift mechanics: Load close to the body, lift with the legs, avoid twisting.
1. Repetitive strain: Rotate tasks during long repetitive jobs and report early soreness.
Discussion Prompts
1. What's the heaviest thing moved recently, and how was it moved?
1. Which recurring task leaves people sore the next day?


  OCTOBER — Fire Prevention, Emergency Action & Extinguishers
Priority: 10 of 12
Regulatory Reference: 29 CFR 1910.38 / 1910.39 / 1910.157
Why This Month: Aligns with National Fire Prevention Week and precedes heating season; maintenance staff are often first responders on site.
Key Talking Points
1. Know your role: Review the emergency action plan — evacuation routes, assembly points, and notification procedures.
1. PASS technique: Pull, Aim, Squeeze, Sweep — only fight small, contained fires between you and an exit.
1. Monthly extinguisher checks: Verify extinguishers are charged, accessible, and inspected.
1. Heating season prep: Clear combustible storage from mechanical equipment.
1. Alarm response: Treat every alarm activation as real until proven otherwise.
Discussion Prompts
1. Where is the nearest extinguisher from where you work most, and when was it last checked?
1. If the alarm sounded right now, what's your first move?


  NOVEMBER — Lockout/Tagout Awareness  ⚠
Priority: 11 of 12
Regulatory Reference: 29 CFR 1910.147
Why This Month: Heating equipment startup season increases interaction with mechanical systems that may be locked out by service contractors.

	⚠ Beyond This Talk — Formal Training Required: This talk covers affected-employee awareness only — recognizing and respecting lockout devices. Any employee who actually applies locks/tags or services equipment requiring energy isolation must be trained and documented as an authorized employee under 29 CFR 1910.147(c)(7), which requires hands-on, procedure-specific instruction beyond this talk.


Key Talking Points
1. Respect the lock: Never remove another person's lock or re-energize tagged equipment.
1. Know your level: Understand whether your role is affected-employee or authorized-employee level, and stay within it.
1. Unexpected startup kills: Equipment on timers or automation can start without warning.
1. Stored energy: Pressurized systems, springs, and capacitors store energy after shutdown.
1. Coordinate with vendors: Know what's locked out, for how long, and by whom.
Discussion Prompts
1. What equipment on our properties can start automatically without anyone touching it?
1. Has anyone been asked to 'just reset' locked-out equipment?


  DECEMBER — Bloodborne Pathogens & Biohazard Awareness  ⚠
Priority: 12 of 12
Regulatory Reference: 29 CFR 1910.1030
Why This Month: Trash areas, common-area cleanup, and unit turnovers create periodic contact with sharps and biological hazards.

	⚠ Beyond This Talk — Formal Training Required: 29 CFR 1910.1030(g)(2) requires initial and annual Bloodborne Pathogens training covering a specific set of required elements, with an opportunity for interactive questions and answers with a knowledgeable trainer. This talk is a good reinforcement but should not be the only training documented for the year — pair it with a formal annual BBP session.


Key Talking Points
1. Universal precautions: Treat all blood and bodily fluids as infectious.
1. Never handle sharps by hand: Use tongs or a dustpan; dispose in a rigid, puncture-resistant container.
1. PPE for cleanup: Disposable gloves at minimum; eye protection if splash is possible.
1. Know your limits: Significant biohazard scenes are professional remediation jobs — withdraw and report.
1. Exposure response: Wash or flush immediately, report same-day, and seek medical evaluation.
Discussion Prompts
1. Where have crew members actually encountered needles or biohazards?
1. Do we have puncture-resistant containers stocked and accessible?


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.
	Print Name
	Signature
	Date
	Location/Site

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


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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