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T O O L B O X  TA L K

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.

S I T E D AT E G I V E N  B Y

TO P I C T I M E  I T  TO O K

W H Y I T  M AT T E R S :  O N E  R E A L  R E A S O N ,  F R O M  T H I S  S I T E  O R  T H I S  T R A D E

T H E  P O I N T S  TO  M A K E

M A D E P O I N T W H AT  TO  S AY

D O D O  N OT

A S K T H E  T E A M TO  C LO S E

H E A LT H  A N D  S A F E TY AT  W O R K E TC .  A CT  1 9 7 4 ,  S E CT I O N  2 ( 2 ) ( C ) ;  C D M  2 0 1 5 ,  R E G U L AT I O N  1 5 ( 3 ) :  I N F O R M AT I O N  A N D  I N S T R U CT I O N  F O R  T H E  P E O P L E
D O I N G  T H E  W O R K

S I T E D O C U M E N T
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AT T E N D A N C E  R E C O R D

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.

S I T E D AT E T I M E G I V E N  B Y

TO P I C

N A M E C O M PA N Y T R A D E  O R  R O L E S I G N AT U R E

Q U E S T I O N S  R A I S E D,  A N D  T H E  A N S W E R S  G I V E N A CT I O N S  A G R E E D,  W H O  A N D  B Y W H E N

TA L K G I V E N  B Y ( S I G N AT U R E ) P O S I T I O N D AT E

M A N A G E M E N T  O F H E A LT H  A N D  S A F E TY AT  W O R K R E G U L AT I O N S  1 9 9 9 ,  R E G U L AT I O N  1 0 .  A  S I G N E D  R E C O R D,  D AT E D,  I S  H O W  A  B R I E F I N G  I S
E V I D E N C E D

S I T E D O C U M E N T
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