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	Toolbox Meeting 



Work Area: ………………………………… 
Start Time: ………………………

Work Crew: ……………………………………………………………………………

Location: ………………………………… 

Date: ……………………………. 

Team Leader: …………………………… Presenter: …………………………………       

Topic: Risk Assessment (RA)
· Risk Assessment is designed to make you aware of the hazards identified in your work area and the control measures OTHR have in place to manage the risk.

· Steps in the analysis:

· Document the activity.  Assemble those involved in the activity and write down, in step by step form, the scope and tasks that make up the activity

· Identify the HAZARDS - what can go wrong?  
· Identify what part of the task may cause injury to those engaged in the task or others in the vicinity. What are the RISKS - what could happen?
· Document the CONTROL measures.  For each identified hazard, assess the associated level of risk to those involved, and then list the control measures required to eliminate or minimise those risks.

· Identify who is responsible.  Document the name of the person responsible for implementing the control measure (eg. CEO, TM) and suggest a time frame.

· Monitor and Review.  Monitor supervision of the activity to ensure the documented process is followed. Corrections may need to be made.

· The RA is a working document; it can be reviewed at any time. Changes must be made to the controlled copy i.e. the Web Site Master Copy.

· If after review, the document needs updating then all those who have already signed it must be made aware of the changes.

· Any QUESTIONS or COMMENTS? 
The Presenter must record any questions or comments on the back of this form
Please sign that you have attended and that you understood the content of this meeting:
ATTENDEES:

	Name
	Signature
	Name
	Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	








Return this form to the DOCUMENT CONTROLLER as soon as possible.

Use the rear of this form to record any questions or comments raised as a result of this Toolbox meeting

