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SAFETY MEETINGS

Safety meetings are absolutely essential to the success of any safety program.

Management and the Safety & Environmental Coordinator should assist Operation Managers and  Eagle Industrial Instrumentation employees in securing audiovisuals, handouts, background information, speakers, etc., relating to applicable safety topics. Meeting locations should be thoughtfully selected to maximize employee benefit.

A.  
RESPONSIBILITY
It is the responsibility of the Safety Coordinator/Company Officers to conduct and structure Quarterly safety meetings. Daily facility safety meetings will be the responsibility of operation managers with the Safety Coordinator serving in an advisory capacity.     

Safety meetings should be conducted to encourage feedback and discussion from participants. The individual(s) who conducts the meeting should be well prepared.

Each employee may be asked to conduct a safety meeting or participate in the planning of a safety meeting.

B.  
FREQUENCY
As a general rule, safety meetings should be held whenever necessary.  The following methods are most common:

1.
Facility Operations - Weekly

2. Company - Quarterly

3. Daily safety “tailgate” meetings are recommended for field operations.

4. Prior to beginning an unfamiliar, hazardous, or major project, all participants involved shall have a safety meeting. Step-by-step procedures should be analyzed and agreed on. Under no circumstances should work begin before a safety meeting has been held.

C.  
ATTENDANCE

Attendance of company employees at safety meetings is mandatory.  Attendance and participation of contractors working in the area is strongly encouraged. Approval for excused absences must be received from your operations manager. The operations manager should not excuse employees from safety meetings unless circumstances (company or personal) prevent the employee’s attendance.

D.  
MINUTES 

A written record of these meetings will be made by means of completing a copy of the enclosed “Report of Safety Meetings.” The completed record shall be forwarded to the Safety Coordinator.

Minutes of all safety meetings must be recorded and include:

1. Date

2. Location

3. Names or signatures of attendees, visitors

4. Topics (brief discussion of presentation)

5. Other items discussed

1

1
Safety Meetings


