	SkillProof
Toolbox talk record
Record what was covered at a short site briefing, who attended and what happens next.
	FREE WORD TEMPLATE
No sign-up required


How to use this template
Use one record for each talk. Keep it to one topic, link it to the RAMS or risk assessment it supports, and give people a chance to ask questions. The last page shows a completed fictional example.
Talk details
	Date
	
	Time and duration
	

	Site or project
	
	Talk topic
	

	Presented by
	
	Presenter's role
	

	RAMS or risk assessment reference
	
	Language or support needs checked
	



	Key points covered  The hazards, controls and site rules you explained, in the order you covered them.

	







	Questions and concerns raised  Note who raised them and the answer given, or that it will be followed up.

	





Actions
	Action
	Owner
	Due date
	Done

	
	
	
	

	
	
	
	

	
	
	
	





Attendance
Everyone who attended signs to confirm they received the briefing and had the chance to ask questions.
	Name
	Role or trade
	Employer or subcontractor
	Card number (if held)
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Presented by
	Reviewed by (supervisor or site manager)

	Name: ____________________

Date: ____________________
	Name: ____________________

Date: ____________________





	SkillProof
Toolbox talk record
Completed example. All names, sites and records are fictional.
	FREE WORD TEMPLATE
No sign-up required


Talk details
	Date
	29 Sep 2026
	Time and duration
	07:30, 15 minutes

	Site or project
	Riverside Court, Block B
	Talk topic
	Working at height: ladders and stepladders

	Presented by
	Liam Turner
	Presenter's role
	Site Supervisor

	RAMS or risk assessment reference
	RAMS-B-014, rev 3
	Language or support needs checked
	Yes, briefing given in English with a translated summary



	Key points covered  

	



•  Ladders are for short-duration, light work only. Use the tower or MEWP for anything longer.
•  Do a pre-use check every time: stiles, rungs, feet and locking bars. Tag and remove damaged ladders.
•  Set ladders at the right angle, on firm and level ground, secured or footed.
•  Keep three points of contact and do not overreach or stand on the top three rungs.
•  Report any near miss to the supervisor straight away.
	Questions and concerns raised  

	



Jack Davies asked where the ladder tags are kept. Answer: in the site office, with the inspection register.
Actions
	Action
	Owner
	Due date
	Done

	Replace the stepladder with a split stile on level 2
	Liam Turner
	29 Sep 2026
	Yes

	Add ladder inspections to the weekly site checks
	Sarah Collins
	3 Oct 2026
	



Attendance
	Name
	Role or trade
	Employer or subcontractor
	Card number (if held)
	Signature

	Jack Davies
	Carpenter
	Riverside Build Ltd
	Recorded
	Signed

	Megan Hughes
	Site Operative
	Riverside Build Ltd
	Recorded
	Signed

	Oliver Bennett
	Electrician
	Bennett Electrical
	Recorded
	Signed

	Priya Shah
	Labourer
	Riverside Build Ltd
	Recorded
	Signed



Keeping toolbox talk records together
Paper records are easy to lose between sites. In SkillProof you can run a toolbox talk as a Session, record who attended and keep it with each person's training, card and induction records. Try it free at skillproof.uk.
SkillProof toolbox talk record template. skillproof.uk. Adapt it to your own site rules and RAMS.




