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[bookmark: _Toc215575810][bookmark: _Toc215575989][bookmark: toolbox-talk-record]Appendix D – Toolbox Talk Record
Version 2025.3
Date: ____________________________________ 
Time: ____________________________________ 
Location: _________________________________ 
Facilitator: _______________________________ 
Team/Area: _________________________________
[bookmark: topics-discussed]1. Topics Discussed
Tick all that apply and provide details.
	Topic
	Discussed
	Notes

	Site hazards / new hazards
	☐
	

	Weather conditions (wind, heat, rain)
	☐
	

	Traffic & vehicle movements
	☐
	

	PPE requirements
	☐
	

	Machinery & equipment safety
	☐
	

	Electrical safety
	☐
	

	Livestock safety
	☐
	

	Public & crowd management
	☐
	

	Hazardous substances (fuel, gas)
	☐
	

	First aid / emergency procedures
	☐
	

	Fatigue & wellbeing
	☐
	

	Other (specify): ___________________
	☐
	



[bookmark: issues-raised-by-workers]2. Issues Raised by Workers
List any hazards, observations, concerns or improvement suggestions raised during the toolbox talk.




[bookmark: corrective-actions-required]3. Corrective Actions Required
Identify actions, who is responsible, and required completion dates.
	Action Required
	Person Responsible
	Due Date
	Completed (Y/N)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: emergency-information-review]4. Emergency Information Review
Confirm team understanding of:
Muster point location ☐ Yes ☐ No 
Emergency communications (radio channel/callsign) ☐ Yes ☐ No
Roles during emergency ☐ Yes ☐ No

[bookmark: attendance-register]5. Attendance Register
All attendees must sign to confirm they understand the information discussed.
	Name
	Signature
	Time

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: facilitator-sign-off]6. Facilitator Sign-Off
Facilitator Signature: ______________________
Time Completed: ______________________
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