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Toolbox Meeting Form
Site/Project Name: ______________________________________________
Date: _________________________________________________________
Location: ______________________________________________________
Supervisor/Leader: ______________________________________________
Weather Conditions: _____________________________________________
Time of Meeting: ________________________________________________

[bookmark: _8osv662qigsd]1. Attendance
Name | Position
· _______________________ | _______________________
· _______________________ | _______________________
· _______________________ | _______________________
· _______________________ | _______________________
· _______________________ | _______________________


[bookmark: _goh10y5igbm6]2.  Agenda
(Briefly outline topics to be covered in the meeting)

· Insert Topic 1
· Insert Topic 2
· Insert Topic 3


[bookmark: _pi5yjpw3mtfm]3. Safety Moment
Discuss a safety issue or reminder relevant to your team or project

· (Insert safety topic, e.g., PPE, hazard awareness, etc.)
· (Insert safety topic, e.g., PPE, hazard awareness, etc.)
· (Insert safety topic, e.g., PPE, hazard awareness, etc.)


[bookmark: _pzjprhfl7e2y]4. Updates and Announcements
	 Current project progress:


	 New policies or procedures:
 

	  Upcoming deadlines or events:
 

	 



[bookmark: _7ulvk4qbfxv1]5. Issues and Concerns
Identify and discuss:

	Hazards on-site?


	Equipment or tools requiring maintenance?
 

	Any tag & test requirements?
 

	Any other operational concerns?
 



[bookmark: _9cv9nm47ol5o] 6. Training or Skills Refreshers (Optional)
· Review a relevant process, tool, or safety protocol.
· Demonstrations or brief training sessions if needed.
· Any staff due for training?


[bookmark: _c73l3wu4wo91]7. Any Accidents, near misses or Hazards identified. 
	 

	 

	



[bookmark: _rbpgc84qxpa9]8. Suggestions and Feedback
Open floor for team input. Discuss ideas for improving processes or addressing issues.
	 

	 

	

	 

	 




[bookmark: _pmeqy7zf1955]9. Action Items
(List specific actions decided during the meeting, assign responsibilities, and set deadlines)
	Action Item
	Assigned to
	Deadline 

	
	
	

	
	
	



[bookmark: _r8ozltr4vfu9]9. Closing Remarks
· Summarize key takeaways.
· Confirm next meeting date/time: [Insert Date/Time].
· Acknowledge the team’s efforts.



Foreman/Project Manager Signature: ______________________
Date: ______________________
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