[Company Logo]   [Company Name]
SAFETY TRAINING ATTENDANCE SHEET
	Site / Plant:
	[Work Location]

	Date:
	[DD/MM/YYYY]

	Time / Duration:
	[Time] / [Number] minutes

	Trainer:
	[Trainer Name], [Designation]

	Language:
	[Hindi / English / Regional]



Training Type
  Toolbox talk
  Safety induction (new joiner / contractor)
  PPE use and care
  Machine-specific / LOTO
  Forklift / material handling
  Chemical handling
  Work at height
  Electrical safety
  Other: [Details]
Topic and Key Points
	Topic
	 

	Key point 1
	 

	Key point 2
	 

	Key point 3
	 

	Questions raised by workers
	 



Attendance
	S. No.
	Name
	Employee ID / Gate Pass
	Contractor Firm (if any)
	Understood (Y/N)
	Signature / Thumb

	1
	[Employee Name]
	[Employee ID]
	[Contractor Name / Own]
	[Y / N]
	 

	2
	[Employee Name]
	[Employee ID]
	[Contractor Name / Own]
	[Y / N]
	 

	3
	[Employee Name]
	[Employee ID]
	[Contractor Name / Own]
	[Y / N]
	 

	4
	[Employee Name]
	[Employee ID]
	[Contractor Name / Own]
	[Y / N]
	 

	5
	[Employee Name]
	[Employee ID]
	[Contractor Name / Own]
	[Y / N]
	 



Summary
	Total attended (own employees / contract workers)
	 

	Workers needing re-training
	 

	Follow-up date
	 




	______________________________
Trainer
[Trainer Name]
Date: [Date]
	______________________________
Section Supervisor
[Name]
Date: [Date]
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