Toolbox talk agenda
Site: 
Date and start time: 
Presenter: 
Topic: 
	Item
	Owner
	Time
	What we need to leave with

	Topic and why it matters on this job today
	Presenter
	2 min
	Crew knows what the talk is about and why now

	Key points or quick demonstration
	Presenter
	5 min
	Three to five points the crew can repeat back

	Walk through today's tasks and hazards
	Foreman with crew
	4 min
	Each task has a control and someone who checks it

	Questions and concerns
	Crew
	3 min
	Every concern written down, answered or assigned

	Sign-in
	Everyone
	1 min
	Every worker on site has signed
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