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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.


Health and Safety Meeting Agenda
An organization’s health and safety management system (HSMS) is most effective when management, supervisors, and workers all participate in the system. Meeting agendas with attendance records are an example of an operational document that supports communication and training activities.

This template provides a basic example framework for hosting regular safety meetings. Some examples of topics that could be included are reports from the Health and Safety Committee or Health and Safety Representative, hazard assessments, inspections, incident reports, corrective actions, training information, worker feedback about site conditions, etc.


For more information:
Modules 2 and 6 in ACSA Principles of Health and Safety Management course guide
Modules 1 and 4 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 Elements 3 and 4
ACSA 2023 SECOR Evaluation Elements 2 and 4
(Download the current versions from youracsa.ca)
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