Time Management: Managing Multiple Tasks
Safely Meeting Kit
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WHAT’S AT STAKE

When you are juggling too many tasks at once, something gets missed. That
something could be a safety step, a check, or a moment to think. A rushed worker
is a distracted worker, and a distracted worker is a worker who gets hurt.

WHAT'S THE DANGER

Doing multiple things at the same time sounds efficient. In reality, it splits
your attention and raises the chance of making a mistake. Here are the most
common ways it goes wrong.

Small Errors Add Up When you are managing several tasks, you start making small
errors: wrong measurements, missed steps, improper setups. Each one seems minor.
Together, they create the conditions for a serious incident.

Saying Yes to Too Much

e Taking on more work than is safely manageable, to be helpful or to avoid
conflict, puts you in a dangerous spot

e You cannot fully focus on a hazardous task if you are mentally tracking
three other jobs

e Overcommitting means the risk is already there before you even pick up a
tool

Interrupted at the Wrong Moment Getting interrupted in the middle of a critical
step is one of the most common causes of errors.

Rushing to Finish Pressure to complete multiple tasks in a short window leads to
cutting corners. You move faster, check less, and stop thinking ahead. That is
when injuries happen.

HOW TO PROTECT YOURSELF

Managing your workload safely is a skill. Here is how to keep control when the
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pace picks up.

Work One Task at a Time Multitasking is a myth when it comes to hands-on work.
Give your full attention to the task in front of you. When you finish or reach a
safe stopping point, then move to the next. Splitting your focus between two
jobs does not save time. It doubles the chance something gets missed.

Finish Before You Switch

e Before you stop a task to respond to something else, make sure the work
area is safe: equipment is off, materials are secured, no hazards are left
open

e Never walk away mid-step on anything that involves energy, pressure,
chemicals, or moving parts

e Find a safe stopping point before responding, not in the middle of a
critical step

Say Something When You Are Overloaded If you have more work than you can handle
safely, say so to your supervisor, not just to yourself. Feeling overwhelmed is
a signal that the risk is already there. Speak up before something goes wrong,
not after.

Take Thirty Seconds Before You Start

Before you start a task, especially a complex or multi-step one, take thirty
seconds to think through what you are about to do. Know what the hazards are,
what PPE you need, and what the steps look like. This quick mental check costs
almost nothing and catches most problems before they happen

After an Interruption, Reorient If you are pulled away from a task and come back
to it, do not just pick up where you think you left off. Take a moment to
reorient. Check where you are in the process. Confirm the last step that was
actually completed, not just the last step you remember.

Know the Difference Between Busy and Productive

e Being busy is not the same as being productive, and being fast is not the
same as being safe

e A task done right the first time is faster than a task done twice because
of a mistake

e Pace yourself. The goal is to finish safely, not just to finish

FINAL WORD

You cannot pour from an empty cup, and you cannot work safely when your
attention is stretched too thin. Know your limits. Manage your load. The job
will get done when it gets done safely.




