Record of Health and Safety Meeting

<insert business name> recognises the involvement of workers as essential in identifying potential hazards and developing control plans to minimise the risks. Health and safety meetings will be held on a regular basis and at least once per month. Records of meetings will be completed on this form and retained on file.

Manager/Supervisor: <insert name>
Date: <insert date>
Subject: <insert meeting subject>
Duration: <insert time>
	Persons Present

	Name
	Signature
	Name
	Signature

	<insert name>
	
	<insert name>
	

	<insert name>
	
	<insert name>
	

	<insert name>
	
	<insert name>
	

	<insert name>
	
	<insert name>
	


Comments & Points Raised:

	Corrective action
	Action by
	Action completed

	
	
	Sign off
	Date
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