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ATTENDANCE RECORD
Toolbox talk: given and understood
Each person signs on the day to say they were present and understood the talk. Anyone who joins the team later is given the talk before starting, and signs here.
	Site
	Date
	Time
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	Company
	Trade or role
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Questions raised, and the answers given
	Question
	Answer given

	
	

	
	

	
	



Actions agreed
	Action
	Who
	By when

	
	
	

	
	
	

	
	
	



	Talk given by (signature)
	Position
	Date

	
	
	



Management of Health and Safety at Work Regulations 1999, regulation 10. A signed record, dated, is how a briefing is evidenced.
Free editable template from unibuild.co.uk/downloads/toolbox-talk-attendance-sheet/. A starting point, not legal advice. Keep the signed sheet with the site records.




