CONTRACTOR & BUILDING MANAGEMENT

PLANNING MEETING RECORD
Job description:………………………….…………………Property: ………….……………………….…………..

Name of contract company:…………………………………………………………………………………………..

Address:……………………………………………….………………………………………………………………..



…….………………………………………………………………………………………….………………..

Supervisor/s:………………………………………….………………………………………………………………..

Work start date:………………………………………………………………………………………………………..

Work completion date:……………………………….……………………………………………………………….

Present at Orientation Meeting

Held at:



……………………………………..……………………………………………..

Subjects Covered at Meeting:

1.
General Safety Rules



2.
Plant layout

3.
Work Permits




4.
Toilets & lunch room 









facilities

5.
Hazard and incident reporting


6.
Emergency procedures

7.
Conduct on job, alcohol, gambling

8.
Smoking

9.
Work Permits, types & procedures

10.
First aid

11. Ghetto blasters & wolf whistling

Remarks:

The above items have been explained to me and to my employees and I fully understand and agree to abide by them.

Signatures:
______________________________________  Date: ____________________



______________________________________  Contractor



_______________________________________Representative/s

The above items were explained to the contractor/s:

Signature: 
_______________________________________ Date: ____________________

Title:

_______________________________________

