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LEVY SAFETY IN 30 MINUTES

Incident Investigation
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CAUTION
WET FLOOR

WHY INVESTIGATE INCIDENTS?
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WHAT SHOULD BE REPORTED?

HAZARD
OBSERVATIONS

NEAR
MISS

SAFETY
INCIDENTS

FOOD
INCIDENTS

PEST
ACTIVITY

ENFORCEMENT
CONTACT
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WHEN YOU SPOT A HAZARD, THAT MAY HAVE THE POTENTIAL TO
CAUSE HARM OR INCIDENT

ANY EMPLOYEE, NON-EMPLOYEE IS INVOLVED IN AN INCIDENT THAT DID NOT CAUSE AN INJURY
BUT HAD THE POTENTIAL TO DO SO

WHEN SOMEONE IS INJURED DUE TO A WORK-RELATED ACTIVITY OR INJURY IS DUE OUR WORK

ACTIVITY. ANY FIRE, DRIVING OR EXPLOSION INCIDENTS ARE TO BE REPORTED TOO EVEN IF THERE
IS NO INJURY

IF THERE ARE ANY ALLEGATIONS OF ALLERGEN, FOOD POISONING, FOREIGN BODY OR QUALITY
INCIDENTS AS A RESULT OF OUR FOOD SERVICE

IF YOU SPOT SIGNS OF PEST ACTIVITY SUCH AS DROPPINGS, GNAW MARKS
OR LIVE SIGHTINGS IN AREAS OF FOOD PREPARATION OR SERVICE

ANY CONTACT WITH EHO, TRADING STANDARDS, POLICE / GARDAI OR
FIRE SERVICES OR THE HSE / HSA




REPORTING PROCESS

SAFETY INCIDENTS

Hazard Observation

Near Miss

Dangerous
Occurrences

Injury

SAFETY

Spot Hazard

\

Near Miss Is Reported

Incident Occurs

- Complete Unit Review /
Upload

\

| Incident Is Reported

\

Upload IIP and
Evidence

| Remove Hazard / Take |
Action

L

] Conduct Brief |
Investigation

L

| Contact Emergency ll
Services

L

|
‘ | Record on AIR3 System |

L

] Ensure First Aid Is
Provided

|

‘ | Complete Unit Review |

\
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“ Record on AIR3 System

L

L

Take Corrective Action \
| Record on AIR3 System

| Notify!

Ensure area is safe

| Complete Incident
Investigation Pack

‘| Record on AIR3 System
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REPORTING PROCESS

FOOD SAFETY INCIDENTS

. | | . | |
Alleged Food Allegation Is ] Complete Unit | Collate Relevant
Poisoning | Received ‘ | Investigation | Information
\

l
| Upload Formand | | Record on AIR3
‘. HSE Dept Follow Up ‘ Supporting Info \. System ‘

Allergen Incident Incident Occurs ‘ Get Medical Complgte .Un't
‘ Treatment Investigation
Upload F d | Record on AIR3 |
- HSE Dept Follow Up | pioad Form an | 600rd on
\‘ Supporting Info \. System ‘
] |
: Foreign Body Is Complete Unit Collate Relevant
Foreign Body : = = 1 . = .
Received | Investigation ‘ | Information
1 |
- Vendor Assurance/ | | Upload Formand | |  Record onAIR3
~ HSE Dept Follow Up Supporting Info System ‘
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INCIDENT INVESTIGATION PACK

DOCUMENT IS A LEGAL REQUIREMENT — UNDER H&S LAW ACCIDENTS ARE REQUIRED TO BE PR it I
ang.for Supervisor for '._all_ accidents that cccur ata l.tl;li't.— Please check that you have actioned all
I N V E S T I GAT E D . | that Ilt:alev:rlte:al::enlnmr: in rbespe:‘.t ofi:e incident is obtained, copied and placed

It is critical that a
together within this incident pack.

YOU MUST TAKE THIS PACK WITH YOU TO THE LOCATION OF THE INCIDENT

PAGE 1 — PROVIDES A BRIEF SUMMARY OF THE INCIDENT INFORMATION o e o e it

PAGE 2 — CHECKLIST OF WHAT EVIDENCE IS REQUIRED DEPENDING ON THE INCIDENT

PAGE 3 — CHECKLIST OF ACTIONS OR DOCUMENTS REQUIRED -~ COMPLETE EVERYBOX &
PAGE 4 — CCTV REQUISITION FORM — ONLY REQUIRED FOR CLIENT OWNED CCTV e

APPENDIX 1 - INJURED PERSON STATEMENT — MUST BE COMPLETED AND SIGNED mmmmmmmmmmmmmmmmm
APPENDIX 2 & 3 — WITNESS STATEMENTS — COMPLETE WITH AS MUCH ———
INFORMATION AS POSSIBLE. IF NO WITNESSES - DOCUMENT AND SUBMIT B —
A IIP MUST BE COMPLETED AND UPLOADED FOR ALL REPORTED INCIDENTS WITHIN 7 WORKING DAYS : \
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KEY EVIDENCE WITHIIP'S

« DESCRIPTION OF THE INCIDENT (FACTUAL)
«  WITNESS DETAILS

« WITNESS STATEMENTS « CASUAL STAFF
TIME LAG INCREASES RISK OF MIS-REMEMBERING — INDUCTION RECORDS
SIGNED/DATED —  SIGNING IN SHEET / BRIEFING SHEET
SIGNATURE WITNESSED — COPY OF EVENT H&S BRIEFING DOCUMENT
* PHOTOGRAPHS - SERVICE COMPLETION RECORDS
« RECORD THAT PHOTOGRAPHS WERE TAKEN

— AGGORA RECORDS

WITNESS EVIDENCE THAT NOTHING HAD CHANGED _  DEEP CLEAN RECORDS

- CCTV
ALMOST IMPOSSIBLE TO DISPUTE

TRAINING RECORDS

«  METHOD OF TRAINING
TRAINER STATEMENT
TEST OF COMPETENCE
CONTENT/SYLLABUS/DATE
REFRESHER TRAINING

RISK ASSESSMENTS & APPLICABLE SAFETY TASK
CARD

MUST RELATE TO DATE OF INCIDENT
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KEY EVIDENCE - FOOD SAFETY

COMPLETED CHECKLIST FORM

FOOD SAFETY FORMS
 DELIVERY RECORDS

OPENING | CLOSING CHECKLIST

FOOD STORAGE

FOOD PRODUCTION RECORDS

FOOD SERVICE RECORDS

CLEANING RECORDS — WHERE APPLICABLE

PHOTOGRAPHS

PHOTOS OF INFORMATION AND OR PRODUCT
PHOTOS OF FOREIGN BODY

TRAINING RECORDS

ALLERGEN LOG

MUST BE RECENT AND RELATE TO THE DISH
SOURCE INFORMATION
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ORIGAMI AIR3 SYSTEM

YOU WILL NEED TO:
1. Know your unit number

OO0k, OWDN

Know your Unit Managers contact details

Select Incident Type

( nployee Injury Report
To be used when:
+ An employee reports a workplace injury, no matter how minor.
« Note: An Incident Investigation Pack must also be completed by the Site team

Near Miss/ Fire/ Driving Whilst on Company Business
To be used when

- Any employee, non-employee is involved in an incident that did not cause an injury but had the potential to do o

« Afire occurs in the unit that is caused by our work activities.

* Adriving incident oceurs that causes damage to a third party

* Note: There is no requirement for an Incident Investigation Pack to be completed

+ You will however be requested by AIR3 to complete a Corrective Actions Taken Report

To be used when:

« Any customer makes & report of an allegation of food poisoning

+ Any customer makes a complaint about a foreign body in their food.

* Any customer makes & complaint about a food allergy or intolerance or suffers from an allergic reaction

od y Incident
To be used when:

+ Any customer makes a report of an undercooked food item
« Any customer makes a compiaint about mould or spilage growth in their food
I any customer makes a complaint about an incorrectly labelled food item.

ol nent Contac
To be used when
« Any Environmental Healtn Officer visits Site for a Food Hygiene Inspection or any other reason
- Trading Standards visits or inspections.
« Fire, Police or any ofher emergency services visits site to conduct an investigation or inspection
+ Health and Safety Executive or any other enforcing body visits site 1o conduct any investigation or inspection

Non-Comp Employee Injury R

To be used when:

- Amember of external agency staff, public, contractor, client team or any other Non-Compass person is injured as a result of our work activity
* Note: An Incident Investigation Pack must also be completed by the Site team

To be used when

« Any member of the Compass team spots a hazard that may have the potential fo cause harm or incident
+ Note: There is no requirement for an Incident Investigation Pack to be completed

- You will nowever be requested by AIR3 to complete a Corrective Actions Taken Report

Pest Infestation

To be used when

* You spot signs of pest activity such as droppings. gnaw marks, live sightings or dead pest remains

+ Pests could include; mice, rats, flies, insects, cockroaches and birds

+In all incidents, please ensure you follow the Compass Pest Escalation procsss contained in GHP 3 — Pest Control available in the Food Safety
WManagement Section of the HSE Website

Environmental Impact

To be used when

+ There has been a spill (of oil, fuel, chemicals, milk, alcohol, sewage or ther)

- Polluting emissions release to air (gas, dust, fumes, black smoke or other)
Waste has been deliberately littered, dumped o bumt on site

* Site aclivities give rise to complaints (noise, odour, light, dust, vibration, visual)

+ Site activities cause damage to biodiversity (plants or wildiife)

To be used when

+ Any security response that results in no injurt is conducted

+ This could include, Patient negative behaviours, Visitor/ Relative negative behaviours or a restraint

+ PLEASE NOTE: If an injury occurs to a security officer, this must be logged as an Employee Injury

+ PLEASE NOTE: If an injury occurs to a patient, visitor, relative or other, this must be logged as a Non-Empioyee Injury

Know your Regional Manager or Above Unit Operations Manager/ Directors email address
You may be required to take some follow up actions following the reporting of an incident
Email notifications will come from AIR3 via the notifications@origamirisk.com email

To ensure quick and easy retrieval of AIR3 notifications in the future if you have to go back to get information or access a Grant
Access Link, we advise that you create an “AIR3 Notifications” folder in your email Inbox so you can move them to that folder when
they appear in your inbox
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ORIGAMI AIR3 SYSTEM - KEY POINTS* “
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The More Information The Better

Write detailed incident descriptions, not just
one line.
Include as much evidence as possible, there is
never too much. 2
Photos and CCTV footage are vital.

Complete Your Unit Review

Once you submit your AIR3 report online,
there is more to do.
In your confirmation email thereis a link to
complete your unit review, this must be done

in 7 days. 3
There are more questions to completed and
then you will be able to upload your incident If in doubt reach out
pack. If you are not sure of the process when

completing the AIR3 report, reach out to your
Regional HSE Manager.
They will be able to talk you through and show
you how to complete the submission.
We are here to assist and prevent the chase
emails wherever possible.
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HANK YOU

cident Investigation
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