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Subjects discussed during the meeting:

	Subjects discussed:
	Raised by:

	
	

	
	

	
	

	
	


Trainings and courses 
	Description of training
	Conducted by:

	
	

	
	

	
	


Agreements made
	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Record a toolbox meeting 

The following information must be entered in the toolbox meeting form:
· names and signatures of all attendees - this is important to show who attended the meeting;
· topics discussed - this shows which topics were discussed during the meeting;
· any task-specific training or instructions given in the meeting; and

· who raised a problem or added to the discussion, to demonstrate that there has been active consultation with all those who attended the meeting.

