SAFETY MEETING GUIDANCE

1. The Safety Meeting Report is designed to assist you in documenting the discussions held at the meeting. It prompts you to identify topics and hazards, and develop a plan to manage them. It has a fundamental risk assessment and risk control process built right in.

The form also meets the requirements to have written dialogue as part of the enhanced communication process. Written communications are 2-3 times more effective than just verbal on their own.

2. The main uses of this form by the Company Name Supervisor would be for site orientations and the Weekly Company Name Safety Meeting. Where contractors’ document processes are weak, they could be used to support and enhance Pre-Job, and Pre-Shift records.
3. The form is completed in much the same way as the Work Permit process. The topics for the Safety Meeting should tend to be more general in nature as opposed to Task Specific. Examples may be Driving, Fatigue Management, Manual Lifting, Rigging and Slinging, etc.

4. The topic and hazards of the topic are recorded in the Safety Meeting Topics column, and the discussion notes/hazard controls/safety work procedures (those things that are said about the topic) are recorded in the Safety Meeting Topic Discussion Notes.

5. These meetings may reflect the detailed review of a complex work procedure, or the training on a Company Name Work procedure to be conducted by the contractor.

6. The Safety Meeting Hazards Checklist is used to prompt topic suggestions (a reminder) and the discussion and review of hazards, procedures required to control them, training and competency requirements for workers, and equipment required to conduct operations in a safe manner, and the workplace environment that Company Name believes will continually reduce loss (injury, property damage, environmental damage, or reputation damage) in the workplace.
