TOOLBOX/TAILGATE TALK MEETING MINUTES
This form may be used as a starting point to fulfill your Toolbox/Tailgate Talk requirement by assisting you in defining what type of communication and training you may want to incorporate into it, for your type of business. However, it is the responsibility to each member to identify and address their own respective safety hazards and concerns, for which training and communication is required.  
	Company:
	Job Location or Job Number:


	Job Supervisor or Lead:
	Trainer:

	Safety Topic (Attach Agenda):
	Date:


SAFETY COMMITTEE ATTENDERS (DEPARTMENT AND SHIFT): See Signature Sheet
INSURANCE COMPANY REPRESENTATIVE:

OTHER ATTENDERS:


1. REVIEW OF THE SITE AND EQUIPMENT INSPECTIONS:

2.  ACCIDENT INVESTIGATION (REVIEW OF CASES ON THE SITE):

3. INVESTIGATION OF ANY HAZARDOUS CONDITIONS BROUGHT  THE ATTENTION OF THE SAFETY COMMITTEE 

EMPLOYEE TRAINING: Attach Agenda 

EMPLOYEE COMMENTS OR OTHER COMMUNICATION:

4. MANAGEMENT FOLLOW-UP AND DISCUSSION OF CORRECTIVE ACTIONS:

5. PERMANENT CHANGES TO THE OPERATION ON SITE: 

PRIORITY CODE
PRIORITY
TERMS


1
Immediate: Compliance within 30 days





-IDLH (Immediately Dangerous to Life and Health)





-Extensive Structural Damage





-Immediate Loss Potential


2
Important: Compliance within 60 days





-Serious potential for employee injury or illness





-Physical conditions which could lead to injury





-Loss Potential


3
Desirable: Compliance within 90 days





-Should be addressed in the interests of good safety 






procedure





-Minor loss potential


Under Consideration: To be further discussed





-Due to Budgetary or process/operations constraints





-Low immediate loss potential                    

MANAGEMENT CONFIRMATION:

Comments:

	Job Supervisor or Lead’s  Signature:
	Date:

	Trainer’s Signature:
	Date:


PLEASE NOTE: Your S.C.B.A. can not predict all of the operations that each member participates in the scope of their work and therefore, neither the S.C.B.A. nor Industrial Productions assumes any liability in this regard. This form is intended only as a guide, not a consultative tool. If you have any questions on what your safety responsibilities are, contact SCIF or Cal/OSHA; to enlist their consulting services.
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