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Toolbox talk
The talk sheet
One topic, five to ten minutes, in words the team uses. Write what you will say before you say it. Tick each point as you make it, and keep the record on the next page.
	Site
	Date
	Given by

	
	
	



	Topic
	Time it took

	
	



Why it matters
One real reason, from this site or this trade.



The points to make
	Made
	Point
	What to say

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Do



Do not



Ask the team



To close


Health and Safety at Work etc. Act 1974, section 2(2)(c); CDM 2015, regulation 15(3): information and instruction for the people doing the work.


ATTENDANCE RECORD
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
	Given by

	
	
	
	



	Topic
	Talk reference

	
	



	Name
	Company
	Trade or role
	Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



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-template/. A starting point, not legal advice. Write the talk for your site and keep the record.




