SAMPLE FORMAT FOR SAFETY COMMITTEE MINUTES
Date
ATTENDANCE
	Present
	Insert members and their committee titles

	
	

	
	

	
	

	
	

	Absent
	Insert members and their committee titles

	
	

	
	

	
	

	
	

	Guests
	Names, titles, and affiliations

	
	

	
	

	
	

	
	

	
	


CALL TO ORDER
The meeting was called to order by the Chair at INSERT TIME a.m./p.m.

MINUTES
The minutes of the INSERT DATE meeting were approved as read/amended.

MEMBERS' REPORTS
A. Chair 

B. Secretary (As Appropriate) 

C. Accident Investigation and Analysis Coordinator 

D. Safety & Health Training Coordinator 

E. Fire & Safety Inspection Coordinator

SUBCOMMITTEE REPORTS
OLD BUSINESS
NEW BUSINESS
REVIEW OF ITEMS TO BE ACCOMPLISHED (Action Plan Update)

NEXT MEETING PLANS
The next meeting of the Safety Committee will be on INSERT DATE at INSERT TIME a.m./p.m.
ADJOURNMENT
There being no further business, the meeting was adjourned at INSERT TIME a.m./p.m. 
	
	
	

	Chair Signature
	
	Secretary Signature


