Pre-task planning and safety meeting minutes
	

Location:
	
	
	Date:
	



	Supervisor:
	
	
	Chairperson:
	



	Crew members present:

	

	

	

	




	1. [bookmark: _Hlk219454443]Old business/last meeting



Read minutes of the previous meeting. Check the old recommendations and record them below. Each recommendation must be carried forward until completed, withdrawn, or rejected.

Status of items not complete:

	[bookmark: _Hlk214976029]




Items resolved since last meeting:

Include items from last month's meeting that are being addressed, have been completed, or are no longer necessary. This is a great section to document successes.

	



	2. Accidents, incidents, and close calls



Discuss accidents, incidents and close calls since the last meeting. Can anything be learned from these events? What changes are needed, such as guarding, work practices, training, supervision, etc.?

	




	3. New business and upcoming work



If safety inspections were completed since last meeting, discuss and record the findings. Then ask for input from the workers on each of the following:

1. Work practices (Is there a way to do our work more safely?
2. Company policies (Do the current policies meet company needs?
3. Training (Do all employees have what they need to know?
4. Safety and health suggestions

From this information, and the review of accidents, decide if any new recommendations are needed. Record new recommendations here.

	




	4. Hazard identification—upcoming projects



Potential hazards for this task/jobs:

	[bookmark: _Hlk219455604]
	Falls from height
	
	Electrical hazards
	
	Struck-by/caught-in hazards

	
	Chemical exposure
	
	Weather conditions
	 Other
	



Will any job involve any of the serious injury and fatality (SIF) flags? Below check all that will apply this month and discuss each:

	[bookmark: _Hlk219456174]
	Nonroutine work
	
	Stressors—physical, environmental
	
	Fatigue

	
	Production pressures
	
	Inadequate supervision and follow-through
	
	Working alone

	
	Inadequate operating procedures, training, and follow-up
	
	Poor equipment or task design
	
	New employees

	
	Lack of engineering controls
	
	
	
	




In reviewing the projects coming up, ask the workers: How could somebody get hurt? What could go wrong? Where are the greatest potentials for injury to occur while doing the work for these projects?

	




	5. Control measures: Steps to prevent injuries



	
	Engineering controls
	
	Administrative controls
	
	

	
	PPE: Required?
	
	Hard hat
	
	Safety glasses

	
	Gloves
	
	Fall protection
	
	Respirator

	
	Hearing protection
	
	Other:
	



Do we need safety training? How are we going to communicate to other workers when working in area? PPE condition? If you see something, say something—help your teammates stay safe!

	



	6. [bookmark: _Hlk219456610]Tools/equipment and environment



List tools/equipment and confirm inspection: (Review condition, replace if needed, when last inspected? Do we need any special tools or equipment to do our jobs safely? Does housekeeping need improvement? Are you inspecting your surroundings?)

	




	7. Emergency procedures



	Location of first aid kit:
	



	Is first aid kit adequately supplied?
	



	Emergency contact:
	



	If someone gets hurt, how will we handle it?
	




	8. Safety discussion notes



Key points discussed during meeting:

	





If you see something, say something—help your teammate stay safe!
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