
Safety Meeting Record Sheet
Small business safety template
Keep this record for every toolbox talk or safety meeting. Talks should be short (5–10 minutes), focused on one topic, and interactive. Record actions clearly so improvements can be tracked.

Meeting details
	Workplace
	

	Date
	

	Name of manager or presenter
	

	Time
	

	Topic/s discussed
	



Persons present
	Name
	Signature
	Name
	Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Discussion notes and feedback
	












Actions arising
	Action
	Person responsible
	Due date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Sign-off
	Presenter signature
	

	Date
	



Disclaimer: This template provides general guidance only and does not constitute legal advice. ShopCare Charitable Trust accepts no liability for its use. You are free to copy, distribute and adapt this material as long as you attribute it to ShopCare Charitable Trust.
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