This form should be used to help you document safety committee minutes. Minutes should be kept for at least
one year.

Meeting Date:
Location:

Chairperson:

Agenda (With Notes)
I Read, approve and correct minutes from the previous meeting.
o [Notes]

Il. Cover any old business (e.g., share a progress report on items or hazards highlighted in previous
meetings).

o [Notes]

II. Cover any new business (e.g., task an individual with researching a new hazard).
o [Notes]

V. Review new incident reports.

o [List action items and recommendations discussed.]



VL.

VII.

VIIL.

Describe any accident investigations conducted since the last meeting.
o [Note if you identified and corrected the cause of the unsafe situations.]
Discuss any other business.
o [Describe.]
Review committee inspection reports.
o [List actions taken or recommendations discussed.]
Discuss items referred to your safety and health coordinator.
o [Listitems and recommended action.]
Review your accident and illness prevention program.

o [Ask your committee if it's working and if there are any recommended improvements.]

Date of Next Meeting:

Time:

Location:

Secretary:

Chairperson (Signature):

This sample form is of general interest and is not intended to apply to specific circumstances. It does not purport to be a comprehensive analysis of all matters relevant to its subject matter.
The content should not, therefore, be regarded as constituting legal advice and not be relied upon as such. In relation to any particular problem which they may have, readers are advised to
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seek specific advice. Further, the law may have changed since first publication and the reader is cautioned accordingly. © 2019 Zywave, Inc. All rights reserved.
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