                                                                                                                                                                                                                                                                                                                    [image: image2.jpg]EAT




                                                                                                                                                                                                             
                                                                                                                                       


  
[image: image1.png]I Chartwells

/. Somuch more than fantastic food





[image: image1.png]
	SECTION 2: E Learning

	Course
	Date

Completed
	Date

Completed
	Date

Completed
	Date

Completed
	Date

Completed
	Date

Completed

	Introduction to Safeguarding
	
	
	
	
	
	

	Health & Safety at Compass
	
	
	
	
	
	

	Compass Food Hygiene Level 2
	
	
	
	
	
	

	Compass Food Hygiene Level 3
	
	
	
	
	
	

	Managing Safely
	
	
	
	
	
	

	Allergen Academy
	
	
	
	
	
	

	Chartwells Medical Diets
	
	
	
	
	
	

	Code of Business Conduct
	
	
	
	
	
	

	Dignity @ Work
	
	
	
	
	
	

	GDPR Essentials
	
	
	
	
	
	

	DBS Awareness
	
	
	
	
	
	

	Working Time, Payroll & Uniform
	
	
	
	
	
	

	Ethics & Integrity
	
	
	
	
	
	

	Right to Work
	
	
	
	
	
	

	Calorie Labelling Regulations
	
	
	
	
	
	

	Cyber Security
	
	
	
	
	
	

	SECTION 2: E Learning continued

	Course
	Date

Completed
	Date

Completed
	Date

Completed
	Date

Completed
	Date

Completed
	Date

Completed

	#Call It Out – Let’s Talk about Race
	
	
	
	
	
	

	#Call It Out – Tackling Sexual Harassment
	
	
	
	
	
	

	PCI Compliance
	
	
	
	
	
	

	Profit Protection
	
	
	
	
	
	

	Cyber Protection (Data Security)
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	SECTION 3: Training Essentials

	Training Completed
	Date Completed
	Employee Signature
	Trainer Signature

	Fire and Emergency Procedures
	
	
	

	First Aid Arrangements
	
	
	

	COSHH
	
	
	

	HACCP/Daily Log Book
	
	
	

	Food Safety Management System – Hazard Analysis completion & review (Managers only)

	
	
	

	Food Safety Management System - Food Safety Conversations


	
	
	

	Workplace Safety Management System - Risk Assessment completion & review (Managers only)

	
	
	

	Workplace Safety Management System – Safety Task Cards
	
	
	

	Net ZeroToolkit
	
	
	

	Emergency Spill Response
	
	
	

	Use of Hand Protection – Cut Gloves/Oven Mitts

	
	
	

	Principles of Electrical Safety
	
	
	

	Slips, Trips and Falls
	
	
	

	Hand Protection Tool Kit
	
	
	

	Medical Diets/Allergen Folder
	
	
	

	Pest Control Measures
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	SECTION 4: Job Skills

	Training Completed
	Date Completed
	Employee Signature
	Trainer Signature

	Knife Handling Skills
	
	
	

	Menu Compliance
	
	
	

	Recipe Compliance
	
	
	

	E-Coli
	
	
	

	Waste & Refuse Disposal
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Dangerous Equipment (list) – delete if not applicable & add additional equipment 
	
	
	

	Dishwasher/Sterilising Sink
	
	
	

	Ovens & Hobs
	
	
	

	Food Mixer
	
	
	

	Veg Prep Machine
	
	
	

	Meat Slicer (usage & cleaning)
	
	
	

	Hand Stick Blender
	
	
	

	Bonzer Tin Opener
	
	
	

	Deep Fat Fryer (usage & cleaning)
	
	
	

	Potato Rumbler (usage & cleaning)
	
	
	

	Knife Steel/Sharpener
	
	
	

	Sandwich Bag Sealers
	
	
	

	Vac Pac Machine
	
	
	

	Induction Hob
	
	
	

	
	
	
	

	
	
	
	


	SECTION 6:  ADDITIONAL AND REFRESHER TRAINING

	Details of Training
	Date Training Completed
	Employee Signature
	Trainer Signature
	Manager signature when competence assessed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


INDUCTION & TRAINING RECORD�
�



Employee name: 





Employee number:





Job role: 








 














…………………………………


…………………………………


         


    �



Continuous employment start date:





Compass start date:





Unit Number:





Emergency Contact:�
�
DBS Number:�
Issue date:�
�
�
DBS Number:�
Issue date:�
�
�
Record previously attended courses and qualifications that your employee may have achieved below:�
�
�
Title of Training or Qualification�
Awarded by�
Approximate Date�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
SECTION 1: COMPANY INDUCTION�
�
�
COMPLETED/ISSUED:�
Date Completed�
Employee Signature�
Trainer Signature�
�
�
Compass Induction�
�
�
�
�
�
Site Building Induction and Staff Pass I.D. �
�
�
�
�
�
Unit Policies & Systems�
�
�
�
�
�
Uniform �
�
�
�
�
�
Record of PPE Issue & Use�
�
�
�
�
�
Reporting Infection & Illness Arrangements�
�
�
�
�
�
Company Policy Statements�
�
�
�
�
�
Safety Behaviours�
�
�
�
�
�
Unit Manager’s Emergency Manual�
�
�
�
�
�
Personal Hygiene�
�
�
�
�
�
Fire Emergency Action Plan�
�
�
�
�
�
See Care Share�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
 








1
Note: This Document is to be retained on file for the full duration of the employee’s service and a further three years after their date of leaving. 
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