
TOOLBOX TALK RECORD
1. Talk details

Project Date

Location Start / end time

Topic Presented by

Trades present Number attending

2. Key points covered

Hazards, controls, PPE, what changed on site this week

3. Questions raised / actions

Question or concern · Action · Owner · Due

4. Attendance (print name, company, sign)

# Name (print) Company / trade Signature

1

2

3

4

5

6

7

8

9

10

11

12

13



14

15

16

17

18

19

20

Presenter
signature

Supervisor
signature

Record the topic and attendance count in today's daily report (safety section). Keep this sheet with the project safety file. Template by Daily Site Log —

dailysitelog.com/blog/toolbox-talks. Free to use and modify.


