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Safety Plan Development

Title: 
Supervisors Worksheet for Planning a Safety Meeting
Author: 
North Carolina Department of Transportation (NCDOT)
Date: 
July 2003 
Summary: This form by the North Carolina Department of Transportation is designed to be completed by a supervisor as a aid in planning a safety meeting.
Supervisor’s Worksheet For Planning A Safety Meeting

Date of Meeting: 





Time: __________________ 

Supervisor: _____________________________________ 
Unit: ___________________ 

Meeting Plan 

Principal Topic: 











Other Topic: 













Type of Meeting (example: Open discussion, lecture with discussion, video presentation with discussion, 

etc.):













Training aids to be used (Example: Incident Investigation Reports, Safe Operating Procedures, Audit 

Reports, videotapes, etc.):











Meeting Outline (List several main points and/or concerns to be discussed by the supervisor):































Meeting Procedure 

1. Call to order 

2. Review: Minutes from previous meetings and discuss previous and/or current Incident Investigation Reports. 

3. Discussion: Planned meeting topics. "Yes or No" questions should be avoided to promote discussions from the group. 

Summary and Conclusion: Summarize the main points of discussion and emphasize how they will improve safety. Conclude the meeting and remind everyone to stay alert and to be safe in his or her activities.


































































Model Transit Bus Safety & Security Program

FTA, AASHTO, APTA, CTAA


