Safety Meeting Agenda
Date: Start time: _______________________
1. Attendance and opening 

· Welcome everyone
· Remind everyone to sign attendance sheet
· Introduce any visitors/guests/new members 

· Discuss any new information or statistical reports  
· Mention any special safety emphasis or training topics


2. Monthly safety topic/presentation 

· Provide short, timely report or presentation by visitor/guest/member  

· Discuss how info can be shared or implemented 

· Add next steps for implementation to action item log

3. Old business 

· Go through minutes from previous meeting, ask if any additions/revisions are needed
· Go through status reports on all outstanding issues
· Determine next steps for follow-up/closure and add to action item log
4. Accident review 

· Summarize monthly safety performance and any trends

· Summarize progress toward goals

· Discuss accidents and near misses that have occurred since the last meeting 
· Discuss corrective action taken

· Determine additional corrective actions needed and add to action item log

5. Inspection reports
· Report on findings and recommendations of any inspection reports made since last meeting
· Determine items needing follow-up 

· Add open issues to action item log, assign responsibilities and target dates 

6. New business 
· Discuss any new procedures or changes to company safety policy

· Mention any upcoming training, audits, special events, etc. 

· Solicit concerns and suggestions from each member

· Add open issues to action item log, assign responsibilities and target dates 

7. Assignments  
· Determine/confirm guest/topic/emphasis for next meeting

· Assign responsibilities for facility/departmental audits

· Go over action item log to confirm what each person is expected to complete or report on at the next meeting

8. Adjournment  
· Make sure everyone signed attendance sheet

· Thank guests/visitors for attendance and assistance 

· Thank members for attendance and participation 
· Confirm date/ time/location of next meeting

Time finished: _______________________ 

Meeting chaired by: _______________________________Title: ___________________________
