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	Document title
	Toolbox Talk Record

	Document reference
	[Document Ref]

	Pack / library
	Pro Site Docs — Toolbox Talk Record

	Revision
	[Revision]

	Status
	[Draft / For Review / Approved / Live]

	Issue date
	[Date]

	Review date
	[Review Date]



Pro Site Docs is operated by LDH Pipeline Services Ltd and forms part of the wider LDH Construction Hub ecosystem.


	1   DOCUMENT CONTROL



	Field
	Project-Specific Entry

	Document title
	Toolbox Talk Record

	Document number
	[Document Ref]

	Revision
	[Revision]

	Status
	[Draft / For Review / Approved / Live / Closed]

	Project name
	[Project Name]

	Client
	[Client Name]

	Principal contractor
	[Principal Contractor]

	Contractor
	[Contractor]

	Site / location
	[Site Address]

	Prepared by
	[Prepared By]

	Checked by
	[Responsible Person]

	Approved by
	[Approver]

	Issue date
	[Date]

	Review date
	[Review Date]



	2   REVISION HISTORY



	Rev
	Date
	Description of change
	Prepared
	Checked
	Approved

	[Rev]
	[Date]
	Initial issue for project adaptation.
	[Name]
	[Name]
	[Name]

	
	
	
	
	
	

	
	
	
	
	
	



	3   PURPOSE



To provide a controlled record for toolbox talk, supporting compliance, monitoring and continuous improvement on the project.
	4   SCOPE



This document applies specifically to pipeline works on the project. Record of a toolbox talk delivered to the pipeline gang at [Project Name]. Suggested topic: Underground Services & Safe Digging (HSG47). Edit the topic and key points to suit the day's work.
When to use this document
Use during the works to record and control the activity, and retain the completed record as project evidence for audit, inspection and handover.
Who should complete it
A competent person — typically the Site Manager, Supervisor or relevant discipline lead.
	5   APPLICABLE LEGISLATION & GUIDANCE



▪  Health and Safety at Work etc. Act 1974
▪  Construction (Design and Management) Regulations 2015
▪  Management of Health and Safety at Work Regulations 1999
▪  Personal Protective Equipment at Work Regulations 1992 (as amended 2022)
▪  Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)
▪  HSG47 – Avoiding danger from underground services
▪  Provision and Use of Work Equipment Regulations 1998 (PUWER)
	6   RESPONSIBILITIES



	Role
	Responsibility

	Project / Site Manager
	Owns delivery of this document on site, resourcing, briefing and escalation.

	Supervisor
	Day-to-day supervision, inspection and briefing of operatives.

	Operatives
	Comply with this document and report changes, defects or concerns.



	7   COMPETENCE REQUIREMENTS



	Role
	Competence required
	Evidence

	Presenter
	Supervisor / SSSTS
	Record



	8   PPE REQUIREMENTS



The following minimum PPE applies. Confirm task-specific PPE against the risk assessment before work starts.
▪  Not applicable to the talk; PPE for the activity covered by its RAMS
	9   PLANT & EQUIPMENT



▪  360° excavator with quick-hitch and certified lifting points
▪  Trench support system (trench box / shoring) to temporary works design
▪  Dewatering pump(s) and hoses
▪  CAT & Genny (cable avoidance tool & signal generator)
▪  All plant and equipment inspected before use and within examination dates (PUWER/LOLER)
	10   MATERIALS



▪  Bedding and selected backfill material to specification
▪  Pipe, fittings and jointing materials as specified
▪  Marker tape / service protection tiles
▪  All materials stored, handled and used in line with the manufacturers’ data sheets and COSHH assessments
	11   TALK DETAILS



	Field
	Detail

	Topic
	[e.g. Underground Services & Safe Digging]

	Date
	[Date]

	Presenter
	[Name]

	Location
	[Location]



	12   KEY POINTS COVERED



▪  Why the topic matters — the risk and recent incidents/near misses.
▪  The key controls everyone must follow today.
▪  What 'good' looks like and the standard expected.
▪  Who to tell and what to do if something is wrong.
▪  [Add topic-specific points]
	13   ATTENDANCE & QUESTIONS



	Name
	Company
	Signature

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	14   ENVIRONMENTAL CONTROLS



▪  Prevent pollution of drains and watercourses; spill kits available and used
▪  Segregate and dispose of waste under the duty of care; retain transfer notes
▪  Control dust and noise/vibration from the works
	15   EMERGENCY ARRANGEMENTS



In an emergency, stop work, make the area safe, raise the alarm and follow the site emergency procedure. Record the specific arrangements below.
	Scenario
	Action

	Issue raised in the talk
	Escalate to the supervisor and address before the activity proceeds



	Emergency item
	Project entry

	Emergency contact / number
	[Entry]

	Nearest A&E
	[Hospital / address]

	First aider(s)
	[Name(s)]

	Assembly point
	[Location]

	Site address for 999
	[Site Address]



	16   COMPLETION GUIDANCE



▪  Complete every [bracketed] placeholder with project-specific detail before the document is issued.
▪  Have a competent person review, adapt and approve the document for the specific works.
▪  Brief all affected personnel and record their names and signatures in the sign-off.
▪  Keep the document live — update and re-issue it when the work, site conditions, plant or risks change.
▪  Tie supporting evidence (drawings, manufacturer data, test sheets, permits) into the records where referenced.
	17   MONITORING & REVIEW



	Inspection / check
	Requirement / frequency

	Toolbox talks
	Delivered at [frequency] and on new activities/risks



Topics are selected from the works, inspection findings and incident trends.
	Review trigger
	Required action
	Owner / evidence

	Change to design, method, plant, site or programme
	Review controls and re-brief before continuing.
	[Owner / Evidence]

	Incident, near miss, failed inspection or client concern
	Stop, make safe, investigate and amend the document if required.
	[Owner / Evidence]

	Scheduled review date reached
	Confirm still suitable or issue a revised version.
	[Owner / Evidence]



	18   APPROVAL & SIGN-OFF



The following confirm they have prepared, checked and approved this document, and that briefed personnel have read, understood and will comply with it.
	Approval role
	Name
	Signature
	Date

	Prepared by
	[Name]
	
	

	Checked by
	[Name]
	
	

	Approved by
	[Name]
	
	

	Client acceptance (where required)
	[Name]
	
	



Briefing record
	Name
	Company / role
	Signature
	Date

	Presenter
	Delivered the talk and recorded attendance.
	
	

	Attendees
	Confirm understanding (signatures above).
	
	

	
	
	
	

	
	
	
	



	!   DISCLAIMER



This template is provided as an editable construction documentation template and must be reviewed, adapted and approved by a competent person before use. Pro Site Docs and LDH Pipeline Services Ltd do not accept responsibility for documents used without project-specific review, risk assessment or professional judgement. No template is automatically compliant without project-specific adaptation.
Controlled template — complete project-specific details and obtain competent review before issue.   © Pro Site Docs / LDH Pipeline Services Ltd     Page 1 of 1
