
  

 

 
CHECKLIST 

CHECKLIST - PRE - JOB BRIEFINGS 
The pre-job briefing sets the tone for the day. You need to have a good structure for your pre-job briefing that 

forces the crew to review the work and potential hazards. 

Failure to identify job hazards is a major concern for workers. If an employee doesn’t know the dangers involved 

in their job, they won’t be able to protect against them. 

Employee failure to identify and grasp jobsite hazards has led to numerous accidents. Before ever stepping foot 

on a work site, employees need to know what hazards exist and what steps to take to reduce the risk of accident 

and injury. 

Job briefings help you plan your work and ensure employee safety, protect equipment, and protect the public from 

whatever could go wrong.  

Even the most experienced workers need regular reminders of what hazards are around them. The best way to 

keep them aware of hazards is to start EVERY day with a pre-job briefing. Many regulatory agencies require at 

least one briefing before each work day or shift. 

PREVENTION  

Purpose 

The purpose of the pre-Job briefing is to ensure that the supervisor and workers understand the scope of the work 

to be performed by discussing the tasks involved. This will provide an understanding of the hazards and related 

safety, security, environmental controls, and stimulate critical thinking and discussion. As the leader, the supervisor 

should clearly define personnel roles and responsibilities, precautions, limitations, stop/pause work procedures, 

critical steps and contingencies. Together, the supervisor and workers evaluate the work and resources. To meet 

the purpose, workers need to understand what is expected to be accomplished and what is to be avoided. The 

effectiveness depends on the preparation of the supervisor and the conduct of the briefing. 

Pre-job briefs are required for all moderate and high hazard/complex work activities. Pre-job briefs should be 

conducted preferably right before work starts, and as frequently as necessary when: 

• Assignments have changed or new personnel are involved which may be an individual, specific pre-job briefing,  

• A change in work scope, research and development boundary/limits, and/or in facility or work area conditions 

has occurred that may affect safety, security, or the environment, or  

• Work activities are resumed after an extended period of inactivity. 

Dialogue - The Key 

The answer is rolled up in the “How” to accomplish the goals of Pre-Job Briefings. 

Make this last meeting a dialogue among the participants — not just a monologue delivered by the supervisor. 

Intelligent, open conversation among team members will disclose assumptions, error traps and 

misunderstandings that could lead to an accident. 

Plan your pre-job briefing around the following four questions, which are summarized in the SAFE 

acronym: 

• What are the critical steps of the work to be performed? 

• How could a mistake be made at each critical step? 

• What is the worst thing that could go wrong? 
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• What safety measures or barriers are in place to prevent it? 

Step outside the proverbial box 

Ask workers who have special knowledge — the safety lead, engineers, electricians, riggers, for example — to 

review facets of the work related to their specialty. If possible, include a walk down of the jobsite to identify systems 

and hazards. Consider possible hazards from other work being done in the area, and take necessary precautions. 

If weather conditions such as thunderstorms or high winds could pose hazards, review appropriate responses and 

contingency plans.     

Involve all team members in the dialogue by asking questions related to their respective roles in the work scope, 

including emergency response actions, PPE requirements and the limitations of their PPE. Minds tend to wander 

during these discussions and this will help keep their attention trained on you. 

If inexperienced workers are assigned, or contractors new to the jobsite are involved, spend extra time on relevant 

areas of concern such as job hazards, work-area configuration and emergency responses. 

Steer clear of common briefing errors 

Avoid pitfalls that can weaken your presentation and lose your audience: 

• Conducting the meeting as a monologue rather than a dialogue. 

• Using generalities rather than specifics to discuss the work task. 

• Omitting discussion of error traps and possible consequences. 

• Failure to tailor standard safety measures to specific demands of the task. 

• Failure to insist on all participants’ attendance of the briefing. 

• Covering a lengthy generic checklist rather than focusing on critical steps. 

• Conducting the briefing in a noisy, distracting location. 

Avoid asking undirected questions. Posing direct questions to each member facilitates individual participation and 

discussion. 

 Examples:  

• “Do you have any questions, Stephanie?”  

• “Steve, are you comfortable with what you’ve heard?” 

“The Close” 

Close the meeting with one final question that requires each worker to affirm his or her understanding of and 

readiness for the job: 

Direct Question 

• “Do you understand the tasks and have the knowledge and proper tools you need to do the job safely?” 

• Once you’ve gotten an explicit verbal response from each, send them off with a stern reminder: 

Stern Reminder 

• “If at any time you observe a hazard or have a question regarding the task, STOP — and get the help and tools 

to do the job safely.”  

 


