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[COMPANY NAME]  –  COMPANY FORM
TOOLBOX TALK RECORD AND SIGNING SHEET
One sheet for every toolbox talk. It records what was covered, who was there, and that they understood it.
	Reference
	Version
	Date issued
	Review date

	ARB-[XX]
	1.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	The rule
If it isn't signed, it can't be proved. Every toolbox talk gets a completed sheet, signed by everyone who attended and by the person who gave it. Anyone who missed it is briefed and signs within [7 days].



  1     Talk details
              Filled in by the person giving the talk  ·  Before or straight after the talk
	Talk title
	

	Source / talk reference
	e.g. Monthly toolbox talk – [month and year], or company RA / procedure reference

	Date
	

	Start time and length
	

	Site or location
	

	Given by (name and role)
	

	Key points covered
	


	Linked risk assessment or procedure
	

	Questions raised, and the answers given
	


	Actions arising (what, who, by when)
	




  2     Attendance and signatures
              Everyone who attended signs  ·  Employees and subcontractors
By signing, I confirm that I attended this toolbox talk, that I understood it, and that I had the chance to ask questions. I will follow what was covered.
	Name (print)
	Role / company
	Signature
	Date

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	



  3     Not present
              Anyone who should have attended but didn't  ·  Brief them within [7 days]
	Name
	Reason not present
	Briefed on (date) and by
	Signature

	
	
	
	

	
	
	
	

	
	
	
	



  4     Sign-off
              Person who gave the talk, then a Manager
	Talk given by (name)
	

	Signature and date
	

	Checked by Manager (name)
	

	Signature and date
	

	Training matrix updated?
	Yes  /  No       Date: ____________



	What this means for you
It's the first Monday of the month. Before the crew heads out, the Team Leader goes through this month's talk on working near overhead power lines, at the yard, in about 10 minutes. Three of the crew and a subcontract climber sign the sheet. One groundsman is on holiday, so his name goes under "Not present", and he's briefed and signs on his first day back. The office scans the sheet into the toolbox talk folder and updates the training matrix. Six months later an assessor asks how the team is kept up to date on power line safety, and the answer is one click away.



	Guidance for the business owner – remove before issue
How to use this sheet. Fill in everything in [red], set the briefing deadline for absentees ([7 days]) and the retention period, then delete this box. Print a copy for each talk, or use it as a digital form. Keep completed sheets in the toolbox talk folder and record each talk on the training matrix.
Why it matters. Employers must give employees the information, instruction, training and supervision they need to work safely (Health and Safety at Work etc. Act 1974, section 2(2)(c)), and take account of their capabilities when giving them tasks (Management of Health and Safety at Work Regulations 1999, regulation 13). Talking through safety with the team also helps meet the duty to consult employees (Health and Safety (Consultation with Employees) Regulations 1996). A signed sheet is simple evidence that information was given and understood. Accreditation assessors often ask to see training records like this.
Good practice. Keep talks short and practical, and linked to the work the team is actually doing. Read the key points aloud and check understanding: don't rely on reading ability, and arrange translation if needed. Record questions and actions, and follow them up.
Data protection. Names and signatures are personal data. Store completed sheets securely and keep them in line with the retention schedule in ARB-POL-04 (suggested [5 years]).
Arborella provides this template as documentation support. It is not legal advice, and it does not replace advice from a competent health and safety adviser.



Related documents
	Reference
	Document

	ARB-POL-01
	Health and Safety Policy

	[Ref]
	Training Matrix

	[Ref]
	Risk Assessment Register

	ARB-POL-04
	Data Protection Policy (retention schedule)



Document control
	Document
	Toolbox Talk Record and Signing Sheet (ARB-[XX])

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way we work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	[Date]
	[Initials]
	New document
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