All the RED text below is for guidance or example purposes only. Please delete before completing the form.
	Submission Title: Safety Culture Survey – Company Head Office BrightCorp LTD


	Guidance Video for completion this form: Click Here



	Submission Details (Below)


	
· You MUST provide full details of your submission
· Do not just make a list of what you have submitted
· Write a paragraph of what the submission is all about (Aim for 200 – 500 words)

If applicable

· Tell me what the submission is
· Who was involved
· Tell me as much as you can

Basically, tell me a story about the task so I know everything there is to know about the submission, before we look through the evidence, which will then back up your story.

Relate to the elements


	Step 2: Uploaded Documents
First provide a list of all the documents / items uploaded and number them. Also remember to number all the documents you uploaded so the numbers match.
Then you MUST provide a summary of what each document is. Don’t just list the document, without then expanding on them. 

Examples are shown below in RED. Remember to delete them once you have read them


	01
	Emails to Senior Management (SM) to arrange for the Safety Culture Survey completion. SM responded to confirm a date and time.

	02
	Initial Meeting Notes …………………………………………………….

	03
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



