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NATIONAL ASSOCIATION OF LETTER CARRIERS [AFL-CIO] 
UNITED STATES POSTAL SERVICE 

Joint NALC/USPS Safety and Health Committee 
PACIFIC AREA  

 

 
December 1, 2008 
 
 
MEMORANDUM FOR   DISTRICT MANAGERS 
    NALC BRANCH PRESIDENTS 
 
SUBJECT: STAY ALIVE 365 
 
 
Stay Alive 365 began in January 2008 as a joint effort to improve safe driving practices and reduce motor 
vehicle accidents among city letter carriers.  The Area Joint NALC/USPS Safety Committee developed a series 
of driving safety packets that supplement the new driver training materials with the intent to ensure that all our 
drivers are reminded of the importance of driving safely. 
 
As the year progressed the Area Committee decided to include topics to help prevent injuries and promote 
health and wellness.  As we move into FY 09, the Area Joint NALC/USPS Safety Committee will continue the 
Stay Alive 365 project with monthly accident prevention packets and other periodic safety messages for 
distribution to the field through the Safety offices. 
 
Topics in the monthly issues will continue to focus attention on the most common accident/injury types – 
Handling/Lifting/Muscular Skeletal Disorders; Slips/Trips/Falls; Dogs; Backing; Striking Stationary Objects; 
Rollaway/Runaway; Right-of-Way; Pedestrians and Children – as well as Health and Wellness. With nine 
months of safety topics already in the field, Local Joint Safety and Health Committees can recycle pertinent 
topics based on accident or near miss history in their office.  Such decisions should be made jointly. 
 
Office visits during FY 08 found that there is much room to improve the joint messaging built into Stay Alive 
365.  We ask each installation head and their NALC leaders to identify the best speakers from craft and 
management to jointly present the safety messages in a way that they are heard and embraced, not cast aside 
as a nuisance.  Craft co-presenters may be union representatives, DSIs, OJIs, safety captains or others.  Talks 
given should be done jointly with initial and make-up talks documented on the forms provided or an equivalent. 
 
Thank you for participating in Stay Alive 365. 
 
 
 
(Signature on file)    (Signature on file) 
Manuel L. Peralta, Jr    Lisa Giannetta 
NALC Co-chair     USPS Co-chair     
 
 
Cc:  Managers, Human Resources 
        Area NALC/USPS Committee 

Area Manager Human Resources 
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Introduction    

 
 
NALC/USPS Joint Project 
 
During Area NALC/USPS Safety Committee meetings the decision was made to work jointly 
to reduce motor vehicle accidents.   An ad hoc team was assembled with members from 
both NALC and the USPS to produce a series of special emphasis safety messages focused 
on safe driving and accident reduction. 
 
Topics selected for the first few issues were based on the types of motor vehicle accidents 
carriers have been involved in most frequently – backing, rollaway/runaway, children and 
pedestrians, and violation of right-of-way. 
 
It is intended for you to use several of these special emphasis items during the month.  Not 
included in the material, but certainly pertinent are Safety Depends on Me DVDs on the 
month’s topic.  Follow-up observations will help determine if safe behaviors are being 
practiced.   
 
These packets will be distributed monthly and will include: 
 

• Topical excerpt from Safe Driver Training course 43513-00 
• Safety talks  
• Safety Posters (8x10) 
• Helpful suggestions for giving safety talks 
• Sample safety talk log 
• Completion log 

 
This joint effort extends into the local office where the materials presented are to be 
messaged jointly, by your best speakers, in order to hold the listeners’ attention.  We will all 
benefit by reducing motor vehicle accidents – less injuries/pain and suffering, less property 
damage, less operational impact -- for a positive impact on carriers and customers alike.  
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Communication Skills - Start Here! 
Why you need to get your message across 

Effective communication is all about conveying your messages to other people clearly and 
unambiguously. It's also about receiving information that others are sending to you, with as 
little distortion as possible. 

Doing this involves effort from both the sender of the message and the receiver. And it's a 
process that can be fraught with error, with messages muddled by the sender, or 
misinterpreted by the recipient. When this isn't detected, it can cause tremendous confusion, 
wasted effort and missed opportunity. 

In fact, communication is only successful when both the sender and the receiver understand 
the same information as a result of the communication. 

By successfully getting your message across, you convey your thoughts and ideas 
effectively. When not successful, the thoughts and ideas that you actually send do not 
necessarily reflect what you think, causing a communications breakdown and creating 
roadblocks that stand in the way of your goals – both personally and professionally. 

In a recent survey of recruiters from companies with more than 50,000 employees, 
communication skills were cited as the single more important decisive factor in choosing 
managers. The survey, conducted by the University of Pittsburgh’s Katz Business School, 
points out that communication skills, including written and oral presentations, as well as an 
ability to work with others, are the main factor contributing to job success. 

In spite of the increasing importance placed on communication skills, many individuals 
continue to struggle, unable to communicate their thoughts and ideas effectively – whether 
in verbal or written format. This inability makes it nearly impossible for them to compete 
effectively in the workplace, and stands in the way of career progression. 

Being able to communicate effectively is therefore essential if you want to build a successful 
career. To do this, you must understand what your message is, what audience you are 
sending it to, and how it will be perceived. You must also weigh-in the circumstances 
surrounding your communications, such as situational and cultural context. 

Workshop 

1 



 

 5 

Communications Skills  
 
The Importance of Removing Barriers 

Problems with communication can pop-up at every stage of the communication process 
(which consists of the sender, encoding, the channel, decoding, the receiver, feedback 
and the context – see the diagram below). At each stage, there is the potential for 
misunderstanding and confusion. 

 

To be an effective communicator and to get your point across without misunderstanding and 
confusion, your goal should be to lessen the frequency of problems at each stage of this 
process, with clear, concise, accurate, well-planned communications. We follow the process 
through below: 

Source... 

As the source of the message, you need to be clear about why you're communicating, and 
what you want to communicate. You also need to be confident that the information you're 
communicating is useful and accurate. 

Message... 

The message is the information that you want to communicate. 

Workshop 
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Encoding... 

This is the process of transferring the information you want to communicate into a form that 
can be sent and correctly decoded at the other end. Your success in encoding depends 
partly on your ability to convey information clearly and simply, but also on your ability to 
anticipate and eliminate sources of confusion (for example, cultural issues, mistaken 
assumptions, and missing information.)  

A key part of this is knowing your audience: Failure to understand who you are 
communicating with will result in delivering messages that are misunderstood. 

Channel... 

Messages are conveyed through channels, with verbal channels including face-to-face 
meetings, telephone and videoconferencing; and written channels including letters, emails, 
memos and reports. 

Different channels have different strengths and weaknesses. For example, it's not 
particularly effective to give a long list of directions verbally, while you'll quickly cause 
problems if you give someone negative feedback using email. 

Decoding... 

Just as successful encoding is a skill, so is successful decoding (involving, for example, 
taking the time to read a message carefully, or listen actively to it.) Just as confusion can 
arise from errors in encoding, it can also arise from decoding errors. This is particularly the 
case if the decoder doesn't have enough knowledge to understand the message. 

Receiver... 

Your message is delivered to individual members of your audience. No doubt, you have in 
mind the actions or reactions you hope your message will get from this audience. Keep in 
mind, though, that each of these individuals enters into the communication process with 
ideas and feelings that will undoubtedly influence their understanding of your message, and 
their response. To be a successful communicator, you should consider these before 
delivering your message, and act appropriately. 

Feedback... 

Your audience will provide you with feedback, as verbal and nonverbal reactions to your 
communicated message. Pay close attention to this feedback, as it is the only thing that can 
give you confidence that your audience has understood your message. If you find that there 
has been a misunderstanding, at least you have the opportunity to send the message a 
second time. 
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Context... 

The situation in which your message is delivered is the context. This may include the 
surrounding environment or broader culture (corporate culture, international cultures, and so 
on). 

Removing Barriers at All These Stages 

To deliver your messages effectively, you must commit to breaking down the barriers that 
exist within each of these stages of the communication process. 

Let’s begin with the message itself. If your message is too lengthy, disorganized, or contains 
errors, you can expect the message to be misunderstood and misinterpreted. Use of poor 
verbal and body language can also confuse the message. 

Barriers in context tend to stem from senders offering too much information too fast. When in 
doubt here, less is oftentimes more. It is best to be mindful of the demands on other people’s 
time, especially in today’s ultra-busy society. 

Once you understand this, you need to work to understand your audience’s culture, making 
sure you can converse and deliver your message to people of different backgrounds and 
cultures within your own organization, in your country and even abroad 
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Better Public Speaking and Presentation 
Ensure Your Words Are Always Understood 

Think of the last really, memorable talk or presentation that you attended. Now, was that easy to 
do, or did you really have to rack your brains to remember one? Sadly, too many presentations 
are easy to forget. And that's a big problem because the only reason the presenter gave the talk 
was to communicate something to you! 

However, there are three basic things that you can do to ensure that your verbal messages are 
understood – and remembered – time and time again. 

Although somewhat obvious and deceptively simple, these are: 

• Understand the purpose of the presentation  
• Keep the message clear and concise  
• Be prepared  
• Be vivid when delivering the message  

Understand what you want to achieve 

Before you start working on your talk or presentation, it's vital that you really understand what 
you want to say, who you want to tell and why they might want to hear it. To do this, ask 
yourself: Who? What? How? When? Where? Why? 

Who are you speaking to? What are their interests, presuppositions and values? What do they 
share in common with others; how are they unique? 

What do you wish to communicate? One way of answering this question is to ask yourself about 
the ‘success criteria’. How do you know if and when you have successfully communicated what 
you have in mind? 

How can you best convey your message? Language is important here, as are the nonverbal 
cues discussed earlier. Choose your words and your nonverbal cues with your audience in mind. 
Plan a beginning, middle and end. If time and place allow, consider and prepare audio-visual 
aids. 

Workshop 
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When? Timing is important here. Develop a sense of timing, so that your contributions are seen 
and heard as relevant to the issue or matter at hand. There is a time to speak and a time to be 
silent. ‘It’s better to be silent than sing a bad tune.’ 

Where? What is the physical context of the communication in mind? You may have time to visit 
the room, for example, and rearrange the furniture. Check for availability and visibility if you are 
using audio or visual aids. 

Why? In order to convert hearers into listeners, you need to know why they should listen to you 
– and tell them if necessary. What disposes them to listen? That implies that you know yourself 
why you are seeking to communicate – the value or worth or interest of what you are going to 
say. 

Keep it simple 

When it comes to wording your message, less is more. You're giving your audience headlines. 
They don't need to and are usually not expecting to become experts on the subject as a result of 
hearing your talk.  

If you're using slides, limit the content of each one to a few bullet points, or one statement or a 
very simple diagram 

Be prepared 

Preparation is underrated. In fact, it is one of the most important factors in determining your 
communication successes. When possible, set meeting times and speaking and presentation 
times well in advance, thus allowing yourself the time you need to prepare your communications, 
mindful of the entire communication process (source, encoding, channel, decoding, receiver, 
feedback and context). By paying close attention to each of these stages and preparing 
accordingly, you ensure your communications will be more effective and better understood. 

Of course, not all communications can be scheduled. In this case, preparation may mean having 
a good, thorough understanding of the office goings-on, enabling you to communicate with the 
knowledge you need to be effective, both through verbal and written communications. 

Unforgettable delivery 

Your delivery of your speech or presentation will make or break it, no matter how well you've 
prepared and crafted your clear, concise message. Some useful tips for keeping your 
presentation vivid include: 

• Use examples to bring your points to life  
• Keep your body language up-beat – don't stay stuck behind a rostrum  
• Don't talk to fast. Less is more here too. Pauses are effective.  
• Use a variety of tones of voice  
• Use visual aids.  
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Active Listening – part 1 
Hear What People Are Really Saying 
 

Listening is one of the most important skills you can have. How well you listen has a major 
impact on your job effectiveness, and on the quality of your relationships with others.  

We listen to obtain information.  
We listen to understand.  
We listen for enjoyment.  
We listen to learn.  

Given all this listening we do, you would think we’d be good at it! In fact we’re not. 
Depending on the study being quoted, we remember a dismal 25-50% of what we hear. That 
means that when you talk to your boss, colleagues, customers or spouse for 10 minutes, 
they only really hear 2½-5 minutes of the conversation.  

Turn it around and it reveals that when you are receiving directions or being presented with 
information, you aren’t hearing the whole message either. You hope the important parts are 
captured in your 25- 50%, but what if they’re not?  

Clearly, listening is a skill that we can all benefit from improving. By becoming a better 
listener, you will improve your productivity, as well as your ability to influence, persuade 
negotiate. What’s more, you’ll avoid conflict and misunderstandings – all necessary for 
workplace success. ) 

Good communication skills require a high level of self-
awareness. By understanding your personal style of 
communicating, you will go a long way towards creating good 
and lasting impressions with others. 

Safety Talk 

3 
Safety Talk 

4 



 

 11 

The way to become a better listener is to practice “active listening”. This is where you make 
a conscious effort to hear not only the words that another person is saying but, more 
importantly, to try and understand the total message being sent.  

In order to do this you must pay attention to the other person very carefully.  

You cannot allow yourself to become distracted by what else may be going on around you, 
or by forming counter arguments that you’ll make when the other person stops speaking. 
Nor can you allow yourself to lose focus on what the other person is saying. All of these 
barriers contribute to a lack of listening and understanding.  

Tip: 
If you're finding it particularly difficult to concentrate on what 
someone is saying, try repeating their words mentally as they 
say it – this will reinforce their message and help you control 
mind drift. 

To enhance your listening skills, you need to let the other person know that you are listening 
to what he or she is saying. To understand the importance of this, ask yourself if you’ve ever 
been engaged in a conversation when you wondered if the other person was listening to 
what you were saying. You wonder if your message is getting across, or if it’s even 
worthwhile to continue speaking. It feels like talking to a brick wall and it’s something you 
want to avoid.  

Acknowledgement can be something as simple as a nod of the head or a simple “uh huh.” 
You aren’t necessarily agreeing with the person, you are simply indicating that you are 
listening. Using body language and other signs to acknowledge you are listening also 
reminds you to pay attention and not let your mind wander.  

You should also try to respond to the speaker in a way that will both encourage him or her to 
continue speaking, so that you can get the information you need. While nodding and “uh 
huhing” says you’re interested, an occasional question or comment to recap what has been 
said communicates that you understand the message as well.  
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Active Listening – part 2 
 
Becoming an Active Listener  

There are five key elements of active listening. They all help you ensure that you hear the 
other person, and that the other person knows you are hearing what they are saying.  

1. Pay attention. 
Give the speaker your undivided attention and acknowledge the message. Recognize 
that what is not said also speaks loudly.  

o Look at the speaker directly.  
o Put aside distracting thoughts. Don’t mentally prepare a rebuttal!  
o Avoid being distracted by environmental factors.  
o “Listen” to the speaker’s body language.  
o Refrain from side conversations when listening in a group setting.  

2. Show that you are listening. 
Use your own body language and gestures to convey your attention.  

o Nod occasionally.  
o Smile and use other facial expressions.  
o Note your posture and make sure it is open and inviting.  
o Encourage the speaker to continue with small verbal comments like yes, and 

uh huh. 

3. Provide feedback.  
Our personal filters, assumptions, judgments, and beliefs can distort what we hear. 
As a listener, your role is to understand what is being said. This may require you to 
reflect what is being said and ask questions.  

o Reflect what has been said by paraphrasing. “What I’m hearing is…” and 
“Sounds like you are saying…” are great ways to reflect back.  

o Ask questions to clarify certain points. “What do you mean when you say… “Is 
this what you mean?”  

o Summarize the speaker’s comments periodically.  
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Tip: 
If you find yourself responding emotionally to what someone 
said, say so, and ask for more information: "I may not be 
understanding you correctly, and I find myself taking what you 
said personally. What I thought you just said is XXX; is that 
what you meant?" 

4. Defer judgment.  
Interrupting is a waste of time. It frustrates the speaker and limits full understanding of 
the message.  

o Allow the speaker to finish.  
o Don’t interrupt with counterarguments.  

5. Respond Appropriately.  
Active listening is a model for respect and understanding. You are gaining information 
and perspective. You add nothing by attacking the speaker or otherwise putting him 
or her down.  

o Be candid, open, and honest in your response.  
o Assert your opinions respectfully.  
o Treat the other person as he or she would want to be treated.  

Key Points:  

It takes a lot of concentration and determination to be an active listener. Old habits are hard 
to break, and if your listening habits are as bad as many people’s are, then there’s a lot of 
habit-breaking to do!  

Be deliberate with your listening and remind yourself constantly that your goal is to truly hear 
what the other person is saying. Set aside all other thoughts and behaviors and concentrate 
on the message. Ask question, reflect, and paraphrase to ensure you understand the 
message. If you don’t, then you’ll find that what someone says to you and what you hear can 
be amazingly different!  

Start using active listening today to become a better communicator and improve your 
workplace productivity and relationships 
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7 Communication Tips 
1. Be a better listener. Pay attention to your employees. Sounds simple, but it is a common 
gripe, says Maureen Dolan Rosen, a human resources expert based in Chapel Hill, N.C. Among 
the things she stresses in workshops with managers is "learning how to listen better." She'll also 
offer a story about one of her former bosses, who cleverly perched his hand under his chin and 
appeared in meetings to be listening intently to whoever was speaking. But if you looked closely, 
under his glasses, his eyes were closed. He'd use the meetings to snooze.  

2. Make time for employees. Regular, one-on-one meetings with your team members are 
important; if employees work remotely, meet by phone. If you can't meet weekly, do it at least 
twice a month. And don't take phone calls during meetings, unless it is an emergency. Show 
your employees they have your full attention. Talk about their career paths and how you envision 
them growing in their jobs. On the flip side, employees need to be aware of bosses' time 
pressures.  

3. Get the word out to those affected as efficiently as possible. Take great pains to reach 
those who should be in the know about workplace changes coming down from above. This is 
tough. How easy it is to forget to tell someone, on a timely basis, something they should know 
about to do their job. But know the downfall: Work may not get done, and you may also look like 
you aren't in the know — which doesn't exactly inspire confidence in your troops.  

4. Put out a consistent message about your values. Knowing who you are, and what you 
stand for, can help your employees make better decisions on their own (or at least decisions that 
you will like better). If you're sending mixed messages, explain them or suffer the consequences.  

5. Give regular feedback; avoid surprises. Employees shouldn't first learn about significant 
performance issues in an annual evaluation. They should be confronted well beforehand (and as 
humanely as possible) that there is something they need to improve. "The annual evaluation 
should be more of a recap," Rosen says. 

6. Be effective in speaking to groups. I'm not talking here about speaking to the local chamber 
of commerce or Rotary Club — although that is not a bad skill to have too, by the way. I mean 
employee groups. If you can't speak well at employee meetings or in front of employee groups, 
you lose credibility as a manager. Learn how to do it; learn how to get better at it. The same 
thing goes for writing group e-mails.  

Workshop 
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7. Don't hide behind e-mails. Most delicate matters must be discussed in person. Most 
conflicts must be settled in person, or at least by phone. When emotions are involved, e-mail 
becomes a less-appropriate vehicle to communicate. And e-mail is never an appropriate method 
to tell someone he or she is being laid off, some experts say. (Yes, I know it happens.) 
Nonetheless, e-mail is an important communications tool, so I've also included a set of tips on 
how to communicate best using e-mail.  

Getting your own evaluation  

Should you seek out feedback from employees on your performance as a manager? You bet. It 
will engender loyalty, and likely make you a better boss.  

How do you solicit such feedback? Larger businesses, such as Microsoft, have annual manager 
feedback forms that can be answered by employees (anonymously, if they so choose).  

While that is one way to do it — and a way that is helpful in a corporate setting, where you have 
large HR staffs — I suggest you continually strive to get the feedback in person, as part of an 
ongoing dialogue with each of your employees.  

Don't do it via e-mail. Use your one-on-one meetings with an employee to hear him or her out on 
an issue or concern with your management style. Try to disarm the employee as much as 
possible, with humor or whatever, and be sincere in your interest about what he or she has to 
say. It may be hard for you to do, but it may even be harder for the employee to speak his or her 
mind. The end result is likely to be a better relationship.  

What if you can't get the employee to speak up? Your best bet is to keep working at your 
dialogue, without making the employee uncomfortable. Over time, the employee will confide in 
you. A smart way to end every one-on-one meeting is to casually but earnestly ask, "Is there 
anything else on your mind?" Then be willing to listen because, over time, you will be hearing 
more about what the employee is thinking.  

Acting on employee feedback  

How do you handle an employee's criticism? You listen to what the employee has to say, ask 
questions where appropriate, get the employee's suggestions on how you could improve and 
then pledge to consider it.  

You are likely not to agree with everything said, at least initially. But take it all under advisement. 
Your initial reaction might be to reject the feedback completely. Bad move. Tell him you will take 
some time to think about the criticism, and get back to him later. Then do so.  

Chances are, you will appreciate what the employee had to say, even if — after spending some 
time thinking about it — you still disagree. Do get back to the employee and pledge to do what 
you feel is necessary to enhance the relationship.  
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Presentation Checklist 
 
Presentation: 

• Does your introduction grab participant’s attention and explain your objectives?  
• Do you follow this by clearly defining the points of the presentation?  
• Are these main points in logical sequence?  
• Do these points flow well?  
• Do the main points need support from visual aids?  
• Does your closing summarize the presentation clearly and concisely?  
• Is the conclusion strong?  
• Have your tied the conclusion to the introduction? 

Delivery: 

• Are you knowledgeable about the topic covered in your presentation?  
• Do you have your notes in order?  
• Where and how will you present (indoors, outdoors, standing, sitting, etc.)?  
• Have you visited the presentation site?  
• Have you checked your visual aids to ensure they are working and you know how to 

use them? 

Appearance: 

• Make sure you are dressed and groomed appropriately and in keeping with the 
audience’s expectations.  

• Practice your speech standing (or sitting, if applicable), paying close attention to your 
body language, even your posture, both of which will be assessed by the audience. 

Visual Aids: 

• Are the visual aids easy to read and easy to understand?  
• Are they tied into the points you are trying to communicate?  
• Can they be easily seen from all areas of the room? 
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Appendix A 

How to Give Safety Talks 
 
Planning Prevents Poor Performance 
 
This modern management proverb should be foremost in every supervisor’s mind. The truth 
of the proverb is particularly apparent when you give your weekly safety talk. Very few 
speakers have the ability to ad lib fluently and effectively. Most of us must plan carefully, well 
ahead of time, what we intend to say. We must practice delivering the message, and we 
must set the stage. 
 
Prepare for the Meeting 
 
1. Select the subject. Select the subject of your talk and schedule the meeting at least one 
week in advance. Your district safety office can help you select talk topics that are of interest 
and importance to your employees. 
 
2. Study and practice. If you use a canned talk prepared by someone else, study and 
practice it so that you can present the material in an enthusiastic and convincing manner 
without reading it. If you prepare your talk from scratch, plan the talk carefully and check 
your facts. Remember, a 10-minute safety talk should be just that — 10 minutes, or about 
600 words in length. 
 
3. Schedule space. Normally, 10-minute safety talks should be given at the work site or in 
adjacent swing rooms, and seating is not usually required. 
 
4. Schedule time. Preferably, schedule talks at the start of the work day, or just before or 
after a regularly scheduled work break. Select both your space and your time so as to avoid 
competing with noisy distractions. Rotate the times and days talks are given so that 
employees on leave or scheduled off will benefit from them too. 
 
5. Assemble materials. Assemble all posters, handouts, displays, or demonstration 
materials that you intend to use to supplement your talk. 
 
Run the Meeting 
 
You are the leader of the band. Start the meeting on time and run it in a businesslike way. In 
particular: 
 
1. Compliment — Compliment particularly good work of individuals on the crew. 
 
2. Organize — Use your notes to keep your talk organized, but don’t read your talk. 
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3. Energize — Be enthusiastic. 
 
4. Encourage — Encourage employee participation by inviting comments and opinions. 
 
5. Focus — Stay on the subject, and do not permit others to ramble. 
 
6. Stop — Close the meeting on time, with an appropriate summary. 
 
7. Dismiss — Dismiss your employees to resume their normally scheduled activities. Do not 
permit the meeting to just die away. 
 
Presentation Tips — How You Look and Sound 
 
In order to improve your effectiveness as a safety discussion leader, follow these simple tips: 
 
1. Watch your volume. Speak loudly enough to be heard by everyone. 
 
2. Use a natural tone of voice. In normal, everyday conversations, your tone of voice and 
inflection are constantly changing. Don’t fall into the habit of a sing-song, disinterested tone 
of voice. Try to keep some naturalness in it. 
 
3. Enunciate clearly. Speak clearly and don’t slur any words. When speaking in front of a 
group, remember that you have to enunciate a little more clearly (and speak with a little 
more volume) in order to project your voice to the back of the room. To get this clarity and 
volume, you may have to speak more slowly than usual. 
 
4. Breathe. This is simply a concern for not running out of breath before you finish a 
sentence. Most of us don’t have any trouble in normal conversation. In a speech, however, 
where a part of the material may be read (although we advise against reading to groups), 
you should ensure that the material can be read aloud without difficulty. 
 
5. Pace yourself. Make sure you don’t go too fast or too slowly. The main thing to avoid is 
droning, a monotonous way of speaking. Rehearse in front of people, if possible. Get some 
honest, positive criticism. 
 
6. Pay attention to your phrasing. This means not hooking all your sentences together 
with and or uh. You can get away from a halting delivery by adequate rehearsal. 
 
7. Relax. Nervousness is easily communicated to an audience. It makes them nervous. 
Again, rehearsal, particularly in front of people, is the best cure for this condition. 
 
8. Be enthusiastic. Honest enthusiasm for your subject is also highly communicable to your 
audience. Develop and exhibit a real interest in the safety topic you’re talking about. 
Remember, you’re talking to your employees about the safety and health program. Be 
enthusiastic 
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9. Watch your posture. Try to command a certain amount of attention by the way you 
stand. This means that you shouldn’t slouch, or drape yourself over the lectern, desk, or 
case. Stand up straight without looking stiff or uncomfortable. 
 
10. Rehearse. Rehearse your safety discussion when possible, or when you are nervous or 
unsure of yourself. Practice makes perfect. Try to avoid reading directly from the discussion 
guideline. Read it several times before your meeting and memorize the highlights. 
 
11. Be self-confident. Don’t be overly self-conscious. Remember you probably look and 
sound better than you think. Take advantage of any interruptions or loud noises by trying to 
work them into your discussions. 
 
Summary 
 
Remember these points: 
 
1. Prepare. Think, write, read, listen, organize, and practice your talks. 
 
2. Pinpoint. Don’t try to cover too much ground. Concentrate on one main idea. 
 
3. Personalize. Bring the subject close to home. Make it personal and meaningful to your 
listeners. 
 
4. Picturize. Create a clear mental picture for your listeners. Use physical objects or visual 
aids whenever possible. 
 
5. Prescribe. Make sure you tell your listeners what to do. Ask for specific action. 
 
6. Follow up. Here’s an additional word of advice. Make it a point to check your crew, 
during the week following the safety talk, to see if they’re practicing what you 
preached. That’s the surest way to determine whether your safety talks are effective. 
Employees who have shown initiative by asking questions or coming up with good ideas 
should be given a word of praise after the meeting or when you pass their workplace. 
 
Good luck. 
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Appendix B 
 

S A M P L E  S A F E T Y  T A L K  L O G  – P R E P O P U L A T E  W I T H  E M P L O Y E E  
N A M E S .  C H E C K  O F F  T H O S E  A T T E N D I N G  I N I T I A L  T A L K .    
E N T E R  D A T E  O F  M A K E - U P  F O R  T H O S E  W H O  M I S S E D  T H E  
I N I T I A L  T A L K .   
 
Safety Talk Subject (attach copy):__________________________________________ 
 
Presented by:_____________________________  _______________________________ 
 
Attendees: Initial Talk Make-up date Attendees: Initial talk Make-up date 
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Appendix C 

Completion Log 
 

Stay Alive 365 – Safety Campaign 
Communication Tips – January 2009 

 
You are asked to work together in your Joint Labor Management Safety & Health 
Committee, Safety Captain team and Management/NALC leadership team, using the 
workshop information provided, to discuss improving communications and how to better 
communicate the safety messages provided monthly in the Stay Alive 365 issues.  Local 
teams/committees should select from past Stay Alive 365 issues for suitable safety talk 
topics to present to the employees during January. 
 
Please identify the sessions you completed and return this form to the District Safety Office. 
 
Activity Done? Yes or No Comments 
Workshop 1 
Comm. Skills Start 
Here  

  

Workshop 2 
Comm Skills 

  

Workshop 3 
Better Public 
Speaking & 
Presentation 

  

Workshop 4 
Active Listening - 
part 1 

  

Workshop 5 
Active Listening - 
part 2 

  

Workshop 6 
7 Communication 
tips 

  

Workshop 7 
Presentation 
Checklit 

  

Effective 
Communications 
Skills 11290-00 

  

DVD – “What Are 
You Talking 
About?” 

  

 
 
 

Office Name: 
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Appendix D 
 
 
 
 

Resources used to compile this issue of STAY ALIVE 365 include 
the following: 
 
 

• Publication 129 – Safety Talks 

• www.mindtools.com 

• www.newconversations.net 

• Postal training course 11290-00 

• DVD – “What Are You Talking About?” 
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