
MONTHLY UNIT SAFETY MEETING FORM – APRIL 2024  

A copy of the completed form MUST be emailed to your ops manager AND kept on file as these will be reviewed during unit safety audits. 

UNIT NAME & NUMBER  

UNIT MANAGER  

 

DATE & TIME OF MEETING  

 

ATTENDEE’S 

    

    

    

    

    

    

 

 

   

 

 

 



Section 1: Outstanding Matters (from previous meeting) 

Details Action Required 

  

  

  

  

Section 2: Premises & Equipment Issues – detail any current and outstanding issues that the team should be aware of. 

Details Action Required 

  

  

  

  

  

  

Section 3: Food Complaints 

Type of Complaint How Many? Details 

Foreign Body   

 



Chemical   

 

Allergenic   

 

Quality   

 

Alleged Food Poisoning   

 

Section 4: EHO Visits 

Date of Visit & Name of Inspector Date HSE Team 

Notified 

Action(s) Required 

   

   

Section 5: Accidents & Reported Near Misses (this month)  - detail all accidents occurring on site since the last meeting. 

Type of Accident Numbers Near Miss or Accident & Corrective Actions 

 

 

 
 

 

 

 
 

   



 

 

 
 

 

 

 
 

Section 6: Accident Classifications this month 

Classification Total Comments 

Number of Near Misses 

 

  

HSE Team RIDDOR Notification(s) 

 

  

Section 7: Unit Audits 

Type of Audit Audit Date Date Action Plan Completed & Comments 

ESG Audit – environmental / sustainability 

 

  

Client Audit 

 

  

Operations Manager Audit 

 

  

Monthly Unit Manager Audit 

 

  



IMS Audit 

 

  

HSE Team Visit 

 

  

Other (Please describe) 

 

 

 

 

Section 8: Safety Training (including Level 2, Management Safety Training, ABC, Discover & Inspire) 

Training Completed (since last meeting) Comments 

  

  

  

  

Training Planned Comments 

  

  

  



  

 

Team Consultation – ask the team if they have any concerns around health and safety, issues, how the system works, ways of working etc and record here. 

 

 

 

 

 

 

 

 

 

 

 

 

UNIT MANAGER NAME & 

SIGNATURE: 
 DATE:   

 

 

 

 



Topic of the Month Risk Assessments 

 

 

Training & Documents Relevant to 

Risk Assessments 

 

Talk through the documents with the 

team  

02 Generic Risk Assessments and Safe Systems of Work – This folder in SharePoint contains all the risk assessments 

relevant to the site, the site manager will ensure each risk assessment is identified on the 002 Workplace Hazard 

Form - V7 July 2023.docx and complete the risk assessment forms. 

004 Risk Assessment Training Record (31.07.14).doc is a record for each individual team member to confirm training 

on each risk assessment relevant to their role are understood. 

 

There are a number of other risk assessments required for individuals to help protect you at work. 

Manual Handling Risk Assessment (31.07.14).doc is completed for every team member to ensure they have 

capabilities assessed before working and also if there have been any changes to their physical health and ability. 

Staff Risk Assessment- tick for option - Lone & Young worker, Maternity etc.doc  Is completed for lone workers / 

young workers/ maternity and for adapted tasks following an illness or injury. 

PPE Requisition Form Version 1 (31.07.14).doc is used for each team member to detail the PPE issued required to 

carry out their jobs safely. 

 

 

 

 

 

 

https://chco.sharepoint.com/sites/CHCOHSE/Shared%20Documents/01%20Health%20and%20Safety%20Management%20System%202023/Section%2005%20-%20Workplace%20Risk%20Assessments%20%26%20Safe%20Systems%20of%20Work/02%20Generic%20Risk%20Assessments%20and%20Safe%20Systems%20of%20Work?csf=1&web=1&e=NiO6Oo
https://chco.sharepoint.com/sites/CHCOHSE/Shared%20Documents/01%20Health%20and%20Safety%20Management%20System%202023/Section%2005%20-%20Workplace%20Risk%20Assessments%20%26%20Safe%20Systems%20of%20Work/01%20Risk%20Assessment%20Guidelines/002%20Workplace%20Hazard%20Form%20-%20V7%20July%202023.docx?d=wfb4f815a77a544a08d8b2153fdb079f7&csf=1&web=1&e=2UoQhF
https://chco.sharepoint.com/sites/CHCOHSE/Shared%20Documents/01%20Health%20and%20Safety%20Management%20System%202023/Section%2005%20-%20Workplace%20Risk%20Assessments%20%26%20Safe%20Systems%20of%20Work/01%20Risk%20Assessment%20Guidelines/002%20Workplace%20Hazard%20Form%20-%20V7%20July%202023.docx?d=wfb4f815a77a544a08d8b2153fdb079f7&csf=1&web=1&e=2UoQhF
https://chco.sharepoint.com/sites/CHCOHSE/Shared%20Documents/01%20Health%20and%20Safety%20Management%20System%202023/Section%2005%20-%20Workplace%20Risk%20Assessments%20%26%20Safe%20Systems%20of%20Work/01%20Risk%20Assessment%20Guidelines/004%20Risk%20Assessment%20Training%20Record%20(31.07.14).doc?d=w9c8414dbe605472087f1d6155aa69cc9&csf=1&web=1&e=yhh3Sw
https://chco.sharepoint.com/sites/CHCOHSE/Shared%20Documents/01%20Health%20and%20Safety%20Management%20System%202023/Section%2005%20-%20Workplace%20Risk%20Assessments%20%26%20Safe%20Systems%20of%20Work/04%20Team%20Member%20Risk%20Assessments/Manual%20Handling%20Risk%20Assessment%20(31.07.14).doc?d=wdd0c3394ee1241c3b438b2dbdcc95293&csf=1&web=1&e=bVibfy
https://chco.sharepoint.com/sites/CHCOHSE/Shared%20Documents/01%20Health%20and%20Safety%20Management%20System%202023/Section%2005%20-%20Workplace%20Risk%20Assessments%20%26%20Safe%20Systems%20of%20Work/04%20Team%20Member%20Risk%20Assessments/Staff%20Risk%20Assessment-%20tick%20for%20option%20-%20Lone%20%26%20Young%20worker,%20Maternity%20etc.doc?d=w20eb53645f574c8f8dc6defe37567df6&csf=1&web=1&e=bl57xu
https://chco.sharepoint.com/sites/CHCOHSE/Shared%20Documents/01%20Health%20and%20Safety%20Management%20System%202023/Section%2005%20-%20Workplace%20Risk%20Assessments%20%26%20Safe%20Systems%20of%20Work/04%20Team%20Member%20Risk%20Assessments/PPE%20Requisition%20Form%20Version%201%20(31.07.14).doc?d=w0d4fdc428fc2410aa821eaa32c2075e6&csf=1&web=1&e=oolrBb


Team Activity 

Ask the team these questions to 

promote the conversation: 

 
Q. How many risk assessments can you name that are relevant to this site and / or your role? 

A. Some examples to provide once the team have contributed: Manual handling, burns, slips trips and 

falls, use of knives, Use of equipment (such as ovens / fryers/ grills, electricity, ladders, mopping, 

moving furniture, waste disposal, use of trolleys, use of ladders. 

 

 

OUR RISK ASSESSMENTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

ASSESSMENT OF RISK                                             SAFE SYSTEM OF WORK                  AVOIDING INJURIES                           SITE SPECIFIC ACTIONS 

Likelihood x severity                                                Lists Hazards                                     Training Requirements                       Lists anything specific to 

Rates High /Medium/ Low risk                               and how to avoid                              PPE requirements                             your site. 



 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

LESSONS LEARNT 

Finally, talk your teams through some real examples of series injury when risk assessments were not 

completed, and teams not properly trained. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 


