TOOLBOX TALK RECORD & SIGN-OFF SHEET
Free template from TBT Go (tbtgo.co.uk) — complete one sheet per talk delivered. Keep with the site file.
	Talk title:
	
	Talk ref no:
	

	Date:
	
	Start / finish time:
	

	Site / project:
	
	Location on site:
	

	Delivered by (name):
	
	Role:
	

	Deliverer signature:
	
	Duration (mins):
	


Key points covered (minimum three):
1.  
2.  
3.  
Attendees — by signing you confirm you attended this talk, understood its content, and had the chance to ask questions:
	#
	Name (PRINT)
	Company
	Understood? (Y/N)
	Signature

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	


Questions raised / follow-up actions (who, by when):
 
 
Honest note from the people who made this template: a signed sheet proves attendance, not understanding — and paper gets lost. TBT Go sends talks to your crew's phones, checks understanding before they can sign, and seals the record so it can't be edited. From £29/month — free 14-day trial at tbtgo.co.uk
