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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: 
 

• 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, injuries and near misses – less injuries/pain and 
suffering, less property damage, less operational impact -- for a positive impact on carriers 
and customers alike.  
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Check Your Housekeeping Knowledge 
 
It is near break time as a postal employee dumps a number two sack, drops the empty sack on the 
floor and hurries off for the swing room. In the process, he stumbles over the sack. Fortunately, the 
employee wasn’t hurt, but it is easy to see that a second or two devoted to housekeeping would have 
made the workplace safer.  
 
Some employees feel that housekeeping is only for custodial employees to worry about and that they 
have no housekeeping responsibilities. How do you feel? 
 
Housekeeping Quiz 
Take a few minutes to check your housekeeping knowledge. Here are work situations in which 
different practices were used. Some practices may be safe while others may be unsafe. 
 

1. Safe or unsafe? The automation mechanic is ending his tour of duty and is securing his 
tools and straightening up his work area. In the process, he throws an oily rag into a 
closet with other oily rags. 

 
2. Safe or unsafe? It’s a warm day and the mail volume is heavy. The distribution clerk 

places a half empty soft drink bottle on the top of a flat case to keep it from spilling. 
 

3. Safe or unsafe? The afternoon dispatch has been made up and is placed in front of the 
time-clock for pickup by the dispatch driver. 

 
4. Safe or unsafe? The custodial employee is wet mopping the floor and warns each 

employee walking through the area. 
 

5. Safe or Unsafe? The letter carrier carries a container of coffee to her desk while waiting 
for the last dispatch. In the process, she spills some of the coffee but takes time to wipe 
up the spill. 

 
6. Safe or unsafe? The letter carrier is nearly finished for the day and has a long weekend 

coming up. Then he remembers that he left some paper towels, his empty lunch bag and 
a soft drink bottle in his truck. He decides to wait until Monday to get them as his leave 
replacement has not complained about it on past occasions. 

 
7. Safe or unsafe? It is a prematurely warm day and the air conditioner is not functioning. 

The window clerk decides to prop the lobby door open with three empty trays to allow 
fresh air to enter. 

 

Safety Talk 
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8. Safe or unsafe? It has rained for two straight days. Finally the weather clears, but the 
lobby matting is soaked through and badly wrinkled. 

 
9. Safe or unsafe? The employees were justifiably proud of their new post office and were 

determined to keep it looking good. That’s why they placed new paper towels beneath the 
hot plate and coffee pot each day. 

 
 
Answers 

 
1. Unsafe. Oily rags should be kept in covered metal containers where the supply of oxygen 

is limited and the fire potential is greatly reduced. 
 

2. Unsafe. Soft drink bottles, paper cups and other loose objects should not be placed where 
they can be easily knocked off. It also detracts from the appearance of the office. 

 
3. Unsafe. Personnel using the time clock would have to step over the dispatch pouch. A 

safer location should be chosen for the placement of the pouch. 
 

4. Unsafe. There’s nothing wrong with a verbal warning, but additional efforts such as roping 
off the wet area, using warning signs and leaving a dry area for pedestrian traffic are 
necessary to provide a greater margin of safety. 

 
5. Safe. The employee took time to make certain that no one would slip on the coffee spill 

and helped keep the workplace neat and safe. 
 

6. Unsafe. And not very considerate either. By Monday, the bottle could be broken and more 
trash left in the truck, making the truck undesirable for others. 

 
7. Unsafe. The use of trays as a door stop creates a potential tripping hazard for the public 

and does nothing to enhance the appearance of the lobby. 
 

8. Unsafe. Replacement matting should be used, and the wet and wrinkled matting removed 
to allow for proper drying. 

 
9. Unsafe. Combustibles should not be used for such purposes. The use of hot plates, 

coffee pots, and other appliances should be strictly controlled not only to ensure neatness 
but also to protect against fire. 
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Safety Tips -- Slips/Trips/Falls 
 

o Wear proper footwear in good condition with slip-resistant soles.  When shoe soles or 
sides are worn down or misshapen they can present a hazard.   

o Most falls actually occur on the same level and are caused by: Tripping over an obstacle, 
uneven surfaces, not paying attention, hidden obstacles, slipping on something, failure to 
wear appropriate footwear 

o Be aware of slippery and uneven surfaces - Avoid wet leaves, mud, seed pods, ice, and snow 
to the extent possible.  

o Adjust your walking speed to the surface you are on – wet, muddy, icy, changing surfaces 
(example walking from concrete to grass).  When surface is slippery shorten your stride. 

o Make sure you can see over or around any load you are carrying 
o Take near misses seriously, take the time to find out what caused the near accident, take 

steps for prevention 
o Housekeeping is important. If you drop it pick it up.  If you spill it clean it up 
o Keep aisles and work areas clear of obstructions.  Store equipment in its designated location. 
o If you do feel yourself falling or losing your footing, try to relax. Tensing your body is more 

likely to cause injury.  If you are holding an object, drop it and do not try to break your fall.  
Taking the impact of your falling body on an outstretched hand, elbow or knee often results in 
broken bones. 

o Move or walk around obstacles - such as trays or tubs of mail, parcels - rather than stepping 
over them  

o Avoid unsafe shortcuts such as stepping over low walls or shrubs, cutting through flowerbeds 
and landscape materials. 

o Report hazards on customer premises for appropriate customer notification.  Prepare and 
case Hazard Warning cards. 

o Eyes wide shut. In behavioral safety, the term "eyes on path" describes the behavior of 
watching where you're going. We read papers as we walk down the hall, daydream, look at 
someone else, or simply don't watch the path ahead or look down to see tripping hazards. 

o Footwear's role. The shoes we wear can play a big part in preventing falls. Shoes with slick 
soles or high heels; open shoes (thongs, sandals, clogs); heels with steel taps; shoes with 
lightweight uppers; and shoes which are no longer adequate because of disrepair are 
restricted from use in the Postal Service.  

o Slippery and uneven surfaces. Inside our buildings, we find slippery surfaces caused by 
spilled or leaking liquids, oil leaks that haven't been cleaned up, recently mopped floors and 
improperly waxed floors. Slippery surfaces are usually a matter of housekeeping when they 
occur inside our facilities.  

o Tripping hazards. Strapping, rubber bands, and other debris lying on the floor are a problem 
in offices and production areas. Most tripping hazards are housekeeping matters. Make a 

Safety Talk 
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concerted effort to keep office and work surfaces clean by placing unnecessary debris in 
identified receptacles therefore eliminating the hazard. 

o Elevated work areas. OSHA regulations require the use of fall protection devices when 
working more than four feet off ground level. Guardrails are effective when employees are 
stationary. 

o Ladders and stairs. Unsafe behaviors are often involved when we are using ladders and 
stairs.  Some of those at-risk behaviors are:  

• Not using a handrail  
• Rushing up or down and taking more than one step at a time  
• Failure to secure a ladder  
• Using a chair or other piece of furniture in place of a ladder  
• Leaving tripping hazards on stairs  
• Improperly placing the base of a ladder too far from the wall  

 
(Instead of giving these tips in a safety talk the messages can be effectively communicated by 
posting a tip a day at the time clock or message board where employees will see it.)  
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Safety Tips: Slips, Trips, and Falls (Carrier) 
• Wear Proper Footwear. It's best to wear footwear with a distinct tread or concentric 

circles. Avoid wearing worn or smooth soled shoes. Wear "SR/USA" approved 
footwear.  

• Scan the Area Ahead. Avoid areas of mud, patchy snow or ice when possible.  
• Mounting and Dismounting Vehicle. Be aware of slippery and uneven surfaces.  
• Use Proper Stride on Slippery Surfaces.  

o Take shorter steps. This will keep the weight centered and keep the maximum 
amount of shoe surface on the walking surface  

o Point toes slightly outward. This will help maintain balance.  
o Keep your weight slightly forward. This will also help maintain balance.  

• Avoid Wet Leaves and Mud Slicks.  
• Use Handrails Where Provided.  
• Withhold Delivery if Ice or Snow Covered Steps Prevent Safe Access to Box. Notify 

your supervisor.  
• Do Not Finger Mail while walking up and down steps or curbs driving, crossing the 

street, or at any other time the practice could create a safety hazard to you or the 
public.  

• If You Fall, Try to Relax. If you lose your footing, try to relax. Tensing your body is 
more likely to cause injury. If you are holding an object, drop it and do not try to break 
your fall. Taking the impact of your falling body on an outstretched hand, elbow, or 
knee many times results in broken bones.  

• Hazards on customers’ premises should be avoided.  Report hazards so the 
customer can be contacted to fix.  If unable to remove the hazard a Hazard Warning 
Card should be placed in the case for that address. 

 

Safety Talk 
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Slip, Trip and Fall Prevention: 
A Guide to Staying On Your Feet 
 
Slips and trips result from unintended or unexpected change in the contact between the feet 
and the ground or walking surface.  Good housekeeping, quality of walking surfaces, 
selection of proper footwear, and appropriate pace of walking are critical for preventing fall 
accidents.  
 
Slip, trip and fall prevention is a responsibility we all share. 
Slips 
 
Slips happen where there is too little friction or traction between footwear and the walking 
surface. Common causes of slips are: 

• wet, smooth-soled or high-heeled shoes 
• wet or slippery surfaces from occasional spills or weather hazards  
• loose papers, debris or mats 
• a change in the traction of walking surfaces 

 
Slip Prevention 
 
Reduce your risk of slipping: 

• take your time and pay attention to where you are going 
• wear footwear appropriate to the activity, environment & season 
• adjust your stride to a pace that is suitable for the walking surface and the tasks you 

are doing 
• walk with the feet pointed slightly outward for balance 
• make wide turns at corners 
• clean or draw attention to all spills immediately 
• mop or sweep debris from floors 

 

Safety Talk 
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It’s UP to YOU to stay UPRIGHT! 
 
Trips 
 
Trips happen when your foot impacts (strikes, hits) an object causing you to lose balance 
and, eventually fall. Common causes of tripping are:  

• loose or undone shoes 
• obstructed or limited view 
• clutter, cables or obstacles in your way 
• wrinkled carpeting or uneven surfaces 

 
Trip Prevention 
 
Reduce your risk of tripping: 

• wear properly fitted & secured shoes 
• walk/work in well-lit areas or with a flashlight 
• ensure things you are carrying/pushing don’t block your view 
• remove obstacles from walkways and always keep them free of clutter 
• secure (tacking, taping, etc.) mats, or cables that do not lay flat 

 

Safety Talk 
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Use Handrails 
 
 
Many of the disabling injuries from falls on the job occur on stairs. Statistics show that 
injuries from these accidents are mostly fractures and strains. But these statistics refer only 
to falls that keep people from their jobs. There are plenty of other tumbles that cause painful 
cuts and bruises, but they don’t keep the victim away from work. 
 
Falls down stairs take a large toll of lives each year at home as well as on the job. Many of 
these stairway falls could have been avoided if handrails had been used. 
 
Contrary to the belief of some people, the use of handrails is not a sign of infirmity. It’s just 
good sense. There may be several reasons people hesitate to use handrails. If they have 
ever used a wooden handrail that was not kept in good repair, they probably have had the 
painful experience of gathering a handful of splinters. Obviously, handrails should be kept in 
good repair. Be sure to report any rails that are loose or rough. 
 
Another reason for reluctance to use handrails is that some people feel that they slow their 
descent. However, when you fall, the awful speed with which you reach the bottom of the 
stairs makes the added time spent using handrails unimportant. 
 
Using handrails is important to your safety not only when you are going down stairs but also 
when you go up. A miscalculation of a fraction of an inch when stepping up can send you 
sprawling with painful results. 
 
If you have ever had any hesitation about using handrails, maybe you’ve noticed how your 
hesitation disappears toward the end of the day. That’s when tired bodies often look to 
handrails for support. 
 
Many stairway accidents are caused when people insist on carrying a load that is too much 
for them to handle, or the load obscures their vision to the extent that they miss a step. 
 
If you must carry objects up or down a stairway, the load should be small enough to allow 
one hand to be free to hold the railing. 
 

Safety Talk 

6 



 

 12 

Good lighting is another factor important to safe use of stairways. If a light bulb has burned 
out in the stairway area, it should be reported or replaced right away. Also, lights that are 
situated at a bad angle can produce blinding glare that could cause a mishap. 
 
Another important safety factor is good housekeeping. Stairways should be kept clear of 
trash and other tripping hazards. Stairways aren’t storage areas, and any obstructions 
should be reported to your supervisor or cleared immediately. 
 
Often, stairways are posted with signs urging pedestrians to be cautious and to use 
handrails. That’s good advice to follow. Safety standards require that any flight of stairs with 
four or more risers should have a handrail. There’s a good reason for this, so don’t wait to 
have a fall to find out what it is. Use handrails. 
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Work Shoes 
 
First, I should mention that there are really two general designs of nonslip soles and heels. 
For bad conditions in earth, rock, mud, and snow, the best design is one with a large deep, 
irregular tread — one with cleats that will not roll on a pebble. A good illustration is the snow 
tire tread. 
 
However, snow is not a major problem inside our facility. Our problem sometimes is smooth, 
wet floors. Here, the best choice for safety is a sole and heel with many small grooves. The 
best example of this kind of sole and heel can be found on a boating-style shoe — a 
squeegee pattern. This kind of sole is particularly good on quarry tile. 
 
A ripple-pattern sole and heel, while acceptable in most instances, is not slip resistant 
because of its shape. 
 
A second consideration is the kind of material that the soles and heels are made of. Leather 
is a poor choice and very slippery. So are soles that are quite hard. Many of the plastic-
based sole materials are unsatisfactory on somewhat slick surfaces. 
 
Probably the best, all-around safe sole and heel material is a medium soft rubber. The sole 
should have a hardness that will deflect very slightly when the shoe and heel strike the floor. 
If it is too soft, the distortion of the material will cause it to lose its contact with the floor and 
cause you to fall. Crepe soles, for instance, are very good on dry floors but are slippery on 
wet floors, depending upon the hardness of the crepe. Rubber heels are more likely to 
create surprises on wet surfaces. Neoprene cord heels and soles are very good against 
slipping on both wet and dry surfaces. 
 
It is very important that soles, and particularly heels, be in good condition and not badly worn 
on the edges. To help prevent slips and falls, heels should be replaced whenever there are 
noticeable signs of wear. 
 
Probably the most important factor contributing to injuries from slips and falls is the floor’s 
general condition — that is, whether holes, crevices, and foreign substances are present. 
 
 

Safety Talk 
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Rules for Safe Walking 
 
Even with a safe floor that is well maintained and proper footwear, a fall can still occur 
almost anytime if you don’t observe some minimum rules for safe walking. These include: 
 
1. Walk, don’t run. 
2. Be sure to face the direction in which you are walking. 
3. Watch where you are walking. Do not read or carry anything that obstructs your vision. 
 
Let’s have a quick safety check. Take a look at the shoes or boots you’re wearing right now. 
Mine are safe. Are yours? If not, I ask that you wear the proper footwear for the job you’re 
performing. For many of us, walking is a large part of our livelihood. Don’t let unsafe or 
inadequate footwear cause you to get hurt. 
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Winter Walking 
 
This is the time of year when motorists in some parts of the country prepare their vehicles for 
winter by mounting snow tires, checking batteries, and inspecting foul-weather equipment.  
 
Those who travel on foot should also prepare themselves to deal with hazardous weather. 
Here are some tips to make your winter walk a safe one: 
 
1. Use proper footwear. Proper footwear is essential for safe walking on slippery surfaces. 
Rubbers or boots with a distinct tread or concentric circles on the underside generally work 
well on ice and snow. The rubber material and cleat-type design provide a gripping action 
that helps you maintain footing on a slippery surface. Leather-soled shoes or worn down, 
smooth-soled overshoes are dangerous and in most cases are worse than no overshoes at 
all. The smooth material usually cannot maintain traction on slippery streets and walkways. 
The worn tread increases the possibility of a fall. 
 
2. Do the foul-weather walk. For greater safety, make sure your walking habits also suit 
weather conditions. The first step you should take when walking in foul weather is to scan 
the area ahead of you. Snowy areas often conceal icy patches. Try to avoid these uncertain 
hazards if possible. If you must walk on slippery or untraveled routes take short steps, 
sliding your feet in a drag-and-shove fashion. Keep your weight forward and toes pointed 
outward to help maintain your balance. 
 
3. Watch where you step. Avoid wet leaves and mud slicks, as they are also dangerous. 
Be cautious of powdered snow on painted surfaces, such as steps and porches. The 
granular substance reduces foot surface contact, making the area slippery and dangerous. 
 
4. Hang on. Where possible, use handrails or other stable supports, especially when 
ascending and descending stairs. Under icy conditions, the best preventive measure is to 
avoid stairs that have not been cleared. Letter carriers should notify their supervisor of such 
locations so that the owner can be notified. Mail will be withheld until the condition is 
corrected. 
 

Safety Talk 
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5. Don’t finger mail. Never finger mail while walking in foul weather. Always remain alert 
and be prepared to react if you do start to fall. 
 
6. If all else fails, fall down correctly. If you lose your footing, try to relax. Tensing your 
body increases the likeliness of injury. If you have a satchel or other soft object, try to use it 
to cushion your fall. Taking the impact of your falling body on an outstretched hand, elbow or 
knee concentrates all of the force onto that point and many times results in broken bones. 
Remembering the danger of winter walking, the importance of proper footwear, and the 
ability to fall correctly will help you stay on your feet this winter, both on and off the job. 
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DDoonn’’tt  TTaakkee  aa  WWaallkk……  

  
……  oonn  tthhee  WWiilldd  SSiiddee!!  
 
 

STAY ALIVE 365
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HOW TO INSPECT FOR SHOE WEAR 

* Look for Proper Shoe Fit *Look at Shoe Lace Condition 
(Worn laces or extra long laces) 

* Look for Worn Heels 
(Tilting in one direction or 
another)  NO Metal Taps 
Allowed on Heels or Toes of 
Shoes 

*Look at Condition of the 
Leather     
 (Holes - Worn Leather - Tears 
- Opean Seams) 

* Look for Break in Sole - No 
Flat Soles - Soles must be 
Anti-Slip and Not Smooth 

* Look for Worn Soles  
(Holes, Flat or Worn Areas) 
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FOOTWEAR STYLES -- NOT PERMISSIBLE WHILE ON DUTY 

                             
  Canvas Tennis Shoes            Open Toe Sandals            Moccasins 

                                                 
Nylon Running Shoes                 Open Heel Sandals                         Heels over 2” or  

                           Soles over ½” in Height 

                                                    
 
Thongs or Flip Flops                         Z-Coil Shoes        Z-Coil Boots 

                               
  
Jelly Shoes or T-Straps         Clogs (Wooden or Cork)    House Slippers 
 
To eliminate slips, trips, and falls, do not wear the following types of shoes on the workroom floor: 

• Heels more than 1 ½ inches and soles more that ½ inch in height. 
• Spiked heels, regardless of height. 
• Open shoes (including open sides, toes, or heels) such as thongs, sandals, mules, house slippers, 

clogs, wedgies, etc. 
• Heels with steel taps. 
• Shoes with cloth, nylon, or mesh-woven tops, such as tennis shoes, athletic or jogging shoes (except 

those with leather or leather like uppers), moccasins, etc. 
• Shoes no longer adequate because of disrepair. 
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Create your own poster with Slip/Trip/Fall hazards contributed by your carriers 
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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: 
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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. 
 
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. 
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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 
 
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 
Avoiding Slips/Trips/Falls 

 
You are asked to emphasize avoiding slips/trips/falls during the next 30 days.  The packet 
you have been provided includes several safety talks and posters.  Work with your NALC 
representative(s) to decide which talks to give.   
 
Please identify the activities you completed during the October campaign and return this 
form to the District Safety Office.  Recycling topics from prior issues of Stay Alive 365 based 
on office issues may be appropriate.   You are encouraged to make those decisions jointly 
with the local NALC.  
 
Activity Done? Yes or No Comments 
Safety talk: Check Your 
Housekeeping 
Knowledge 

  

Safety Talk: Safety 
Tips Slips/Trips/Falls 
 

  

Safety Talk: Safety 
Tips Slips/Trips/Falls 
(Carriers) 

  

Safety Talk: Slips are 
Dangerous 

  

Safety Talk: Use 
Handrails 

  

Safety Talk: Work 
Shoes 

  

Safety Talk: Winter 
Walking 

  

Safety Talk: Safety 
Depends on Me 2, 12, 
28 or 32 relate 

  

Utilize Posters   
Conduct workplace 
observations focused 
on STF hazards  

  

 

Office Name: 
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Appendix D 
 
 
 
 

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

• Handbook EL 801 

• Handbook EL 814 

• Publication 129 

• Safety Depends on Me (2, 12, 28, 32) 
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