Workspace  TOOLBOX MEETING MINUTES

Toolbox meetings are required at the commencement of every job and prior to work
beginning at each new site. All personnel listed in the SWMS are required to attend the on-
site Toolbox meeting and sign the attendance register. This form must be completed and
handed to the Administration Manager within one week of the meeting.

Toolbox Meeting

Workplace:

Presented by:

Duration Date:

Attendance register

Print name: Signature Print name: Signature

Points Raised/ Comments

Action Complete
Corrective Action Action by

Sign off Date
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