Safety Meeting Attendance Form
	Date:
	Location:

	Trainer:
	Subject:   Incident Notification Policy



Safety Meeting Description
	Instructions:  Include a detailed description of the topics presented.  This may include an outline, copies of power points and/or materials distributed.  Continue on separate sheet if necessary.  List relevant questions asked by attendees or any additional discussion.

· Facilities Incident Notification Policy and Procedure Requirements
· Why We Report / Purpose
· Reporting Must Be Immediate 
· What to Report – Examples
· Reporting Information (Contact Numbers:  Normal/After Hours)
· Receipt of Incident Notification Card


My signature below signifies that I understand the requirements of the policy to immediately report all incidents and have been given the opportunity to ask questions.



	Print Name
	Signature
	Employee ID
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This form is used to document safety meetings, training and attendance.  Once completed, forward to Facilities Safety.
	Print Name
	Signature
	Employee ID
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