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TOOLBOX TALK RECORD

Focus the crew. Discuss foday's harards. Confirm confrols and understanding before work continues.

T
2 Company Toolbox Talk
Infarmation Record No.
] |
4 Jobsite 3 Date and
Location Tirme
T E T
Company | oo ;
Employer Supervisor/Pr | Tima: Shifi:
esenter
6 Toolbox | 7 OSHA !
Talk Topic Reference
Project Mame / 14 Supervisor
No. Certification

1 Project Information Camplete before presenting the tootbox talk

B Hazards Discussed 9 Required Controls
O Wark-area hazards and changing conditions O Eliriration / substitution reviewsad
O Line-of-fires / struck-by | casght-betwean O Enginearing controds in placa
O Falls ! access § elevalion exposure O Precedures |/ permits | plarnning reviewed
O Electrical | energy /| aguipment hazards [l Barricades [ access control astablished
O Waathar ! envirenmenial expasura O Qualified persons | spolters assigned
O Cther: O Stop-waork expectations reinforced
Ll Corraclive aclions assigned
O Giher:

6 Toolbox Talk Topic | 7 OSHA Reference identify the topic, applicable requiremants, and key learming objective.

11 12 Employee
8 Hazards 10 PPE 3
DISCUSSION ; 8 Required Controls R Demonstration/Han Questions and
Dincapgyd 2 e ds-0n Training Discussion
DISCUSSION Topic | Task OSHA Reference Fresanter Moles Crew Feedback | Follow-Up Needed

Discussion status: C - COVERED O - QUESTIONS M/A - NOT APPLICABLE F/U - FOLLOW-UP

Presenter response: Explain requirernents in language attendees understand. Encourags questions, demanstrale controls when appropriate,
decument follow-up items, and stop affected wark when required safeguards or qualifications are incomplete.

[ rewision bedore u
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T R T 12 Employee Questions and Discussion | 13 Corrective Actions fecord questions, respanses,
commiments; ond required follow-up

QUESTION /
DISCUSSION

HAZARD | QUESTION / RESPOMNSE | CONTROL | STATUS OWMER /
ITEM OBSERVATION CORRECTIVE ACTION ; v FRESEMTER

c/al | ciaf
M MA |
1 FilJ FiU
crar | ciar
NIA | N |
2 FiU FiU
Erar | cral
N/ NIA |
3 FiU Fiu
oIl | ciar
M} NIA /
4 FiU FiU
|
cial | cigl
& NI N/
o Fri Fiu
/a7 | craj
NI N/
B FiU FiU
c/al | ciar
M/ M |
7 FiU FiU

Status Key: C = Covered Q = Question MA = Not Applicable FIU = Fallow-Up

Toolbox-talk reminder: Keep the discussion relevant to current work, invite employee participation, demonstrate critical controls when
useful, and assign unresolved hazards or training needs to an owner and due date.
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e 8-11 Discussion and Demonstration Details
10 PPE Requiremants 11 Demonstration/Hands-0n Training
[ Head ! eye ! face protection O Safe-work method demonstratad
O Hearing { respiratory protecton O Employes practiced requirad contral
O Hand 1 faot / high-visibility PPE O Equipmant / PPE inspection demonsbratad
Spacial PPE: O Emergency | rescue slap reviewsd
Inspaction / fit / limitations reviewad 1 Hands-on guestions answerad
PPE questions: O Additional coaching raquired
RRE[SCAmAN: neacec [ Demanstration not applicable
Understanding confirmed by: Um:leraf'lﬂnd:a 2 -:,aﬁfin:;'j b :1.
Status: 0C 0 Q O NA O FU ng 7
Matee: Status: OC O QO NA D FiU
: Maotas:
Prasentar iniliats:
Dratal'a i Prasenlar initiaks:
y Date:
O Other:
O Cther:
14 Supervisor Certification
= T T
Toolbox Talk
SupervisorfPr Eacation
esenter
| |
Employes
Questions Craw [ Trada
Resolved?
|
Follow-Up — . Language / — )
Training ONo O Yes - topics: Interprater ONo O Yes - details:
Required? Neaded?
Eresnner Talk Date / Date: Time:
Notes | Work Time
Restrictions
Management Review (if required)
] ]
-1, ROPE Bt anpsctise [0 Hazards discussad 0 Required controls canfirmed L) F'.:IE CLrarALES
revienwed confirmad
O Demarnstration complated { | O Questons and discussion ? e 1 Other:
NIA S 4 O Corractive aclions assigned

15 Attendee Sign-In Table

Before closing the talk, confirm attendees understand the hazards, required controls, PPE, emergency expectations, and
reporting

responsibilities; allow time for guestions and handz-on demonstration; assign corrective acticns; and restrict affected work until cntical
controls, requined training, or gualifications are in place.

|
Corrective
Aotinn N6, Date f Time
Corrective
Action / Completed |
Follow-Up Varified By
Requlrement
S20-007 | Hes, 1.0 oonirolled master - Venty ourmant revision Bedorne wse Page 3

SAMPLE - NOT FOR JOBSITE USE - SiteSafetyDoc.com



‘I'-E| SITE . | COMMERCIAL DOCUMENT LIBRARY

OV SAFETYDOC

15 Attendee Sign-ln Table Signotures docusment ottendance and do not waive empiloyee rights

CERTIFICATION PRINTED NAME SIGNATURE DATE / TIME

15 Attendee Sign-ln Table

14 Supervisor Certification

Management Review [if
required)

Additional Appraval (if
required)

13 Corrective Actions: Assign an owner and verify completion.

Usze cne line per corrective action or follow-up item. The supervisor records the owner and due date; the verifier confirms completion
before affected work proceeds without required controls or supervision.

PRINTED MAME SIGMNATURE COMPANY TIME IN

14 Supervisor Certification | 16 Record Retention

I T
15 Attendee | [ Attendance recorded O Questions
Sign-In Table | addressed Date ! Time

' I
14 Bupervisor ) ; Supervisor
Coartification O Talk delivered O Controls verified Commants |

Restrictions

16 Record
Retention Record Filed §
Location | Retained By
Period

IMPORTANT: This record documents 8 toodbox talk but does not replace required task-specific training, licenses, carifications, competent-persan
imetruction, manufacturer reqguirements, site nideg, or reguiatory training. The employer remame responsible for qualified preseniars, employes
comarehansion, authorzation, supervision, comechive action, and secure record retertian
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