Record of Weekly Meetings
Agenda

1. Previous weeks activities

2. SMS Updates

3. Safety Issues

4. New hazards

5. Customer feedback

6. Accidents/ Incidents

7. Ideas 

8. Other news
Note:
1. Many staff are part-time or casual contractors, therefore weekly meeting notes need to be passed to them on their next day at work.

2. You must record who is present at each meeting.
3. Update any staff not present and note that this has been done.

