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INSTRUCTIONS
· This document is to be completed and held in unit for 6 years. Completion is quarterly as a minimum.
· Completion is the responsibility of the Unit Manager and should cover all Compass operations in your contract / site.
· All actions are to be recorded and closed after each review or carried over.
· Where the Yes column is ticked, this indicates 100% compliant, No denotes action required. If a question is not relevant to the site, mark as N/A


UNIT NAME:	UNIT NUMBER:
SITE MANAGER:	REGIONAL MANAGER:
DATE COMPLETED:	COMPLETED BY:


FOOD SAFETY

	
	Questions
	Guidance 
	Yes
	No
	N/A

	1
	Is the Current Food Safety Management System in place and being used across the site and all relevant updates implemented?
	Check the HSE Website under the Food Safety Management Section to ensure you have the most current version of the Food Safety Management System and HACCP Records. 
	
	
	

	2
	The Structure of the premises (walls, floors, ceilings etc.) is in good repair and easily cleanable?
	If there are any issues, please report these and provide details in the comment section. 
	
	
	

	3
	The premises are free of pests and suitably proofed against pest access with use of fly screens, door bristle strips, drain covers etc.  Is the Pest Control Service Record easily accessible and checked regularly?
	
	 
	
	

	4
	Is the risk of cross-contamination between raw and ready-to-eat foods minimised in line with the Compass E-coli 0157 (HACCP) guidance e.g. separate complex equipment and separate probe thermometer for raw and ready-to-eat foods?
	
	
	
	

	5
	Does your unit use The Source for creation of menu plans, allergen information reports for customers and, where relevant, Natasha’s Law Labelling?
	
	
	
	











INCIDENT REPORTING, FIRST AID & EMERGENCY PROCEDURES

	
	Questions
	Guidance
	Yes
	No
	N/A

	1
	Is the Unit Managers Emergency Manual complete and up to date and are all management teams aware of its location and content, including the Crisis Management Process?
	
	
	
	





COSHH

	
	Questions
	Guidance
	Yes
	No
	N/A

	1
	Do you have a COSHH Product Assessment and Safet Task Card available for all chemicals listed on the COSHH Inventory?
	
	
	
	





SLIP, TRIP AND FALL HAZARDS

	
	Questions
	Guidance
	Yes
	No
	N/A

	1
	Are colleagues wearing the correct footwear for their job
	Front of house team members should be wearing footwear that is sturdy, fully encloses the foot and has a low-heeled flat sole with a good grip.  Chefs and kitchen-based team members should be wearing slip resistant footwear.  Those in back of house roles, such as taking deliveries, logistics, maintenance, cellar work, should be wearing safety boots with re-enforced toe caps, slip resistant sole and good ankle protection.
	
	
	




MANUAL HANDLING

	
	Questions
	Guidance
	Yes
	No
	N/A

	1
	Do all high-risk manual handling tasks have a Task Specific Risk Assessment in place and have the persons required to carry out those tasks been trained in the control measures?
	
	
	
	






CUT PREVENTION 

	
	Questions
	Guidance
	Yes
	No
	N/A

	1
	Have you provided training for all those team members who use knives or sharp blades?
	You can utilise the relevant safety task card for the training.
	
	
	

	2
	Are clear procedures in place for dealing with and clearing up broken items such as glass and crockery?
	You can utilise Safety Conversation – Broken Glass and Crockery which is available on the HSE website.
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STATUTORY EQUIPMENT INSPECTION  

	
	Questions
	Guidance
	Yes
	No
	N/A

	1
	Is all gas fired equipment in good working order and periodically checked (minimum annually) by a GAS SAFE Engineer? (And any remedial actions or notices have been closed out)
	
	
	
	

	2
	Has the electrical installation been inspected by a suitably qualified electrical engineer within the last 5 years? (Please record the date of the certification by adding it into the Comment Section. If there are any C1 or C2 Remedial Actions confirm with client that these are closed out)
	If you need any support on this or advice, please consult with your HSE Sector Lead immediately.
	
	
	

	3
	Has Portable Appliance Testing (PAT testing) been carried out by a suitably qualified person within specified intervals (ideally annually)? (If any items have failed, ensure these have been removed from use and either safely disposed of or repaired and re-tested)
	
	
	
	

	4
	Have pressure vessels (e.g. boilers, steamers, coffee machines) been inspected by a suitably qualified person within the last 12 months?
	
	
	
	

	5
	Have lifts (used by colleagues) been inspected by a suitably qualified person within the last 6 months (passenger) and 12 months (goods)?
	
	
	
	

	6
	Has ventilation ductwork been periodically maintained, inspected and cleaned by a suitably qualified person (minimum annual)?
	
	
	
	

	7
	Where Lifting Equipment is used, such as Pump Trucks and Ride on Lift Trucks and Forklift Trucks, are these under an annual maintenance contract and are Daily Pre-use Checks being recorded?
	
	
	
	

	8
	Has the Work Premises Statutory Compliance Declaration been completed and signed by both the Client and Compass representatives in the last 12 months?
	
	
	
	






SIGNAGE  

	
	Questions
	Guidance
	Yes
	No
	N/A

	1
	Are noticeboards tidy with the following displayed: Health & Safety Law Notice, Certificate of Employers Liability Insurance, First Aid Notice
	
	
	
	





TEAM HSE MEETINGS  

	
	Questions
	Guidance
	Yes
	No
	N/A

	1
	Is an HSE Meeting held every 6 months (minimum) and are the meeting minutes recorded and displayed on the HSE noticeboard?
	
	
	
	




TRAINING  

	
	Questions
	Guidance
	Yes
	No
	N/A

	1
	Have all colleagues completed the Site Safety Induction for permanent team members or the Temporary Workers Site Induction for temporary team members?
	
	
	
	

	2
	Are all colleagues up to date with their HSE e-learning?
	
	
	
	

	3
	Are all permanent and core variable colleagues trained on the relevant Food Safety Conversations to their job role and aware of the associated Good Hygiene Practices?
	
	
	
	

	4
	Are all permanent and core variable colleagues trained on the Safety Task Cards and Operational Risk Assessments relevant to their job role?
	
	
	
	

	5
	All colleagues are trained on COSHH safety using the task cards and have they been issued with the relevant PPE?
	
	
	
	

	6
	Are all colleagues aware of the Key Safety Behaviours as part of the See Care Share Safety Culture Programme?
	Key Safety Behaviours are “BE MINDFUL”, “GET INVOVLED” and “SPEAK OUT”, awareness posters should be displayed, and permanent team members should have completed the SEE CARE SHARE Frontline session
	
	
	





COMMENTS
	









HSE QUARTERLY RECORD – ACTION PLAN
	Item No. & Action
	By
Whom
	By
When
	Date
Closed
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Internal

Internal

2                                                                                                                            Internal Use                                                                                                            HS.F.015.08
image1.png
RY @

(Re  Share




