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M E E TI N G

Date
Start – end
Location
Attendees

K EY  P O I N TS  — three to five things the crew must remember — say them, then write them

H A Z A R D S  D I S C U SS E D  — specific to today’s work and location Q U E STI O N S  /  CO N C E R N S  R A I S E D  — who raised what

CO R R E C TI V E  AC TI O N S  /  FO L LOW- U PS  — action · owner · when

AT TENDEE SIGN-IN everyone who attended signs; the presenter signs below

# NAME (PRINT ) COMPANY /  TRADE SIGNATURE

P R E S E N T E R  S I G N AT U R E

 

DAT E

 

R EV I E W E D  BY  ( S U P E RV I S O R  /  S A F E T Y )

 

DAT E

 

General-purpose form, not legal or safety-engineering advice. A toolbox talk records training and communication; it does not replace the task-specific hazard analysis (JSA), the written safety program or the
training your jurisdiction and contract require. File it with the daily report for the day.
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