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1.
PURPOSE

1.1
To outline basic procedures for safety meetings.
2.
SCOPE

2.1
This procedure applies to all Management Services Northwest, Inc. employees.
3.
RESPONSIBILITY

3.1
Supervisors shall ensure adherence to this procedure.
4.
PROCEDURE

4.1
Safety Meetings shall be held at least once a month; or whenever a special hazardous operation is to be conducted. 

4.2
Safety meeting minutes will be filled out with each attending employee's signature.  A list of topics discussed will also be included.

5.
RECORDS

5.1
Each facility shall keep a record of their safety meetings on file for three (3) years, post a copy on their break room bulletin boards, and submit a copy to the Safety Department.
6.
FORMS
6.1
Safety Meeting Minutes
