
Toolbox Meeting  - Minutes and 
Attendance Record 

 

 

Insert Company Logo 

Date and Time   Site   

Department   Crew   

Chair     
 

 
Review of Incidents, Hazards and Safety Alerts 

• <Key Points> 
•  

 
General Business  

• <Key Points> 
•  

 
Safety Representative Update 

• <Key Points> 
•  

 
Action Items from Previous Meeting 
# Issue Action Responsibility Completion Date 
     

     

     

 
New Action Items 
# Issue Action Responsibility Due Date 
     

     

     

 
HSE Toolbox Presentation / Topic 
<Insert Topic Name> 

• <Key Points> 

 
Acknowledgements  (acknowledgements for safe or environmentally friendly behaviour) 

• <List personnel acknowledges and behaviour observed> 


