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Team Leader Briefing
A checklist to be used by Team Leaders when briefing volunteers 
· Reasons for the briefing

· Health & Safety requirements

· Responsibilities of the Team Leader

· Produce the risk assessment and method statement for the task

· Assess the competency required for the task

· Identify/Recommend training requirements as necessary
· Provide a ‘Guidance Talk’ prior to commencement of the task
Content of the ‘Guidance Talk’
· Description of the task to be undertaken 

· Presentation of the risk assessment and method statement

· Reminder of the Personal Protective Equipment (PPE) required

· Reminder of the safe working practices and awareness of others

· Safety of the public

· Safety of the environment

· Location and type of welfare facilities

· Frequency of Guidance Talks 

· Safety of the volunteers

· Awareness of the competency of the individual

· Management of the task 

· Documentation to be carried

· Documents to be signed

· Where to send the completed documents

