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NATIONAL ACCESS & SCAFFOLDING CONFEDERATION
MEETING AGENDA
	Meeting/Project Name:
	

	Date of Meeting: (DD/MM/YYYY)
	
	Time:
	

	Meeting Facilitator:
	
	Location:
	



	1. Meeting Objective

	



	2. Attendees – (insert rows as required)

	Name
	Department
	E-mail
	Phone

	
	
	
	

	
	
	
	



	3. Meeting Agenda – (insert rows as required)

	Topic
	Owner
	Time

	Welcome and Introductions
	
	

	Actions from Previous Minutes
	
	

	Accident Statistics
	
	

	Issues affecting the location
	
	

	Welfare
	
	

	Training
	
	

	Personal Protection Equipment
	
	

	Housekeeping
	
	

	Customer Complaints/Material Defects
	
	

	New Employees/Training/Inductions
	
	

	Near Miss Reporting
	
	

	Tool Box Talks/Safety Bulletins
	
	

	Storage/COSHH Storage
	
	

	Risk Assessments/Method Statements
	
	

	Inspections/Audits
	
	





	4. Pre-work/Preparation (documents/handouts to bring, reading material, etc.) – (insert rows as required)

	Description
	Prepared by

	
	

	
	





MEETING MINUTES
	Meeting/Project Name:
	

	Date of Meeting: (DD/MM/YYYY)
	
	Time:
	

	Meeting Facilitator:
	
	Location:
	



	1. Meeting Objective

	



	2. Attendance at Meeting – (insert rows as required)

	Name
	Department
	E-mail
	Phone

	
	
	
	

	
	
	
	



	3. Meeting Agenda – (insert rows as required)

	Topic
	Owner
	Time

	Welcome and Introductions
	
	

	Actions from Previous Minutes
	
	

	Accident Statistics
	
	

	Issues affecting the location
	
	

	Welfare
	
	

	Training
	
	

	Personal Protection Equipment
	
	

	Housekeeping
	
	

	Customer Complaints/Material Defects
	
	

	New Employees/Training/Inductions
	
	

	Near Miss Reporting
	
	

	Tool Box Talks/Safety Bulletins
	
	

	Storage/COSHH Storage
	
	

	Risk Assessments/Method Statements
	
	

	Inspections/Audits
	
	





	4. Action Items

	Action
	Owner
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	



	5. Next Meeting (if applicable)

	Date: 
(DD/MM/YYYY)
	
	Time:
	
	Location:
	

	Objective:
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