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Important implementation note: This document becomes operational evidence only when approved,
communicated, implemented and supported by the referenced records. Fields in square brackets must
be completed with genuine information before submission.

Procedure

Toolbox talks are short, interactive briefings selected from risk, incidents, seasonal issues, inspection

findings and upcoming tasks. They supplement competence, RAMS and supervision. The presenter
must invite questions and confirm understanding.

Minimum programme

e Monthly core talk and additional pre-task briefings for significant or changing risks.

e Suggested subjects: safe isolation, gas safety/CO, asbestos stop-work, silica dust, ladders, manual
handling, PPE/RPE, housekeeping, electrical tools, occupied homes, harassment, environmental
spills and incident learning.

e Absent workers receive a catch-up before exposure to the relevant risk.
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Briefing quality checks

¢ Relevant to actual work and current controls.

e Plain language and suitable translation/literacy support.
e Demonstration or scenario used where helpful.

e Questions recorded and actions assigned.

e Attendance and catch-up evidence retained.

Approval

Signhature

Joseph Olugosi Managing Director J.O 1 August 2026
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