Insert Company Logo Here  
	Insert Company Name Here HSC/HSR Meeting Minutes

	Location: 

	Date:   
Time:   

	In attendance:




Co-Chairs:




	Absent:




Guests:





	
	Follow-up

	
	Assigned To
	Target Date

	Outstanding items from previous meeting

Item 1


Item 2


Item 3


	
	

	Review of inspection report(s)

Date/location

Date/location

Date/location

	
	

	New Items

Item 1

Item 2 

Item 3

	
	

	Recommendations to employer

Issue 1 

Issue 2 

	
	

	Training and communication

Item 1 

Item 2 
	
	

	Other Business
(e.g., hazard assessments, site-specific issues, continuous improvement)





	
	

	Minutes prepared by: 





Important Template Information
When using the template, anything highlighted yellow should be updated to include company-specific information. For example, “insert company name here.” As each organization is unique, please tailor these template documents to adequately represent the needs of your own organization.

[image: ](To remove the highlight in Microsoft Word, select the text and click on the Text Highlight Color dropdown              and choose no color). 
Save a copy of the file and delete this instruction page when finished.


Meeting Minutes
Meeting minutes are a written record of what went on at the meeting. They are an essential part of ensuring that an HSC/HSR’s decisions and recommendations can be followed up on and tracked. They also provide workers and the employer with updated information on what issues the HSC/HSR is discussing. Minutes can also validate for workers that their concerns are being brought forward and discussed at HSC/HSR meetings.

Any HSC member can be assigned to take and prepare minutes, but that person should be trained to do so.

For more information:
ACSA Health and Safety Committees and Representatives course guide
Module 5 in ACSA Principles of Health and Safety Management course guide
Module 3 in ACSA Principles of Health and Safety Management for SECOR course guide

Government of Alberta Occupational Health and Safety Starter Kit:
https://ohs-pubstore.labour.alberta.ca/bp035


ACSA 2023 Audit instrument Element 3
ACSA 2023 SECOR Evaluation Element 3
(Download the current versions from youracsa.ca)
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