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Introduction

This guide has been designed to introduce you to Compass HSE Standards and Processes.

Read this guide carefully and use it for reference to ensure your unitis HSE compliant.

This guide will allow you to meet food safety management compliance to our standards.

This guide will also give you knowledge & understanding of our HSE Website where you will find all the tools

and information required.

CH&CO Health and Safety Team is Led by Jenny Todd, the Team supports the business to make sure our
colleagues come to work, serve safe food to our customers, stay safe at work and go home safely to their

family at the end of the day.

Supportis always available from our HSE Team:
jennifertodd@compass-group.co.uk - Head of QHSE CH&CO
claire.grundy@compass-group.co.uk -HSEManager
marianne.yung@compass-group.co.uk -HSE Manager

michelle.howard@compass-group.co.uk HSE Manager

lana.mcginn@gatherandgather.com HSE manager G+G Ireland

or the HSE Admin Team.

Email: HSE@compass-group.co.uk

Outside Office Hours can be contacted via the Compass HSE homepage: Home | Compass HSE
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Food Safety

Food Safety Management System (FSMS)

Compass have entered into a Primary Authority partnership agreement with Luton Borough Council's
Environmental Health Departmentin relation to providing regulatory advice and guidance around our food

safety policies and procedures.

The FSMS will give you step by step instructions on the implementation of the system. It is the

responsibility of the Unit Manager to:

e Complete areview of the Food Safety Management System. Ensure the Head Chef is also aware of
the contents.

e |dentify food hazards specific to their operation.

e Properly communicate the process steps of the HACCP to employees.

e Identify the type of food service operated and the process steps in their unit.

e Confirm that controls, monitoring and records are being implemented by signing the Hazard
Analysis Sheets.

e Ensure the team are trained on Food Safety Conversations/GHP’s and Allergen FSC’s and training
cards.

e Check the HSE Website updates page each month to keep GHP’s, FSC’s up to date in your FSMS
folder.

e Ensure the team complete online training.

e Complete quarterly record, annual allergen risk assessments and Safety Walks via website or QR
code.

e The FSMS must be reviewed every 12 months, unless management change.
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Food Safety

Requirement

Action to Complete

Tick completed

Food Flow Diagram

Complete the food flow
document to identify the
applicable food processes.

|

Hazard Analysis

Read each of the applicable
hazard analysis charts. Only sign
the declaration once you have
read and signed everythingin the
Manual.

Validate Hazard Analysis & Sign
Off

Confirm required controls are in
place for each process. Add site
specific controls or brand
standard checks where required.
Sign and date each process step.

Good Hygiene Practice Guides
(GHPs)

Read relevant GHPs. applicable
to your site. Check HSE ‘website
updates page’ each month for
updates.

Food Safety Conversations
(FSC’s)

Use FSC’s as training tools for
the FSMS system, ensure team
training is recorded. New
starters must sign off within first
two weeks of employment

Hazard Analysis Posters

Display posters throughout
catering operation in relevant
areas as training aids and
reference guides.

Shelf-Life Posters

Display posters in relevant
storage areas (e.g. dry stores and
fridges) as training aids and
reference guides.

FS Individual Training Records

Record all FSMS training,
refresher training, and updates
on the Individual FS Training
Records. Complete annually.
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Food;Safety Forms &

Guidance
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Food;Safety Forms &

Guidance

Itis the responsibility of the Unit Manager to ensure that the Logbook/Food Safety Forms are

completed daily, ensuring any actions are carried out as indicated in the instructions at the

front of the book. Depending on the size of the site and arrangements, separate forms can be

used in place of the logbook.

Requirement

Action to Complete

Tick

Food Safety Logbook / Food

Safety Forms available

Ensure all relevant book / forms are available -
check the HSE ‘Forms and guidance’ page for
additional forms such as cleaning schedules, daily

walk in freezer check, return to work etc

Train team members

Train team members on how to complete the forms
in a timely and accurate manner. Record the

training on the food safety training record.

SAFE

served with you in mind

HSE LOG BOOK
7 DAY

Unit Name:
Unit Number:

Start Date:
Finish Date:

5E LOGRDOK (eSS

] @

\i#

@ o5
SAFE REFRIGERATOR / FREEZER TEMPERATURE Q @ g5 Compass UK & Ireland
Foo RECORD . Workplace Safety Management System
‘wrved with you in mind F-CDFC Daily Walk-In Freezer Checks
Instructions R
R R
i
500 Toc o o s s e )
—
==
Unit:, Unit No: EA;
YOU MUST ALSO CHECK THE FOLLOWING ON A DAILY BASIS AND
mNTHNEAR:I:l REFRIGERATOR | FREEZER Name/No | RECORD YOUR CHECKS BELOW:
+  Internal emergency release button operates correctly, there is not any
T ice build-up around the button or signs of any damage
DATE B ERATURE.Y ekt T it e Vet e Wi et g e PV
am | inials | pm | Initials | Night | Initials pibs e IS S e T SR e o
[ Y | ey
2 shppery sutace B Emergency alarm (if present) is working
3 ~  External door latch operates correctly, there are no signs of damage
4 buddy ‘quarding the
L] Datz [ Allin order?] List any aetons. Initials Date | Allin arder| Listany actions TnitiEs
6 YN requirzd YN requirzd
7 1 17
8 2 18
L] 3 19
10
L T »
n . =
13 L] 22
14 7 23
15
16
e . =
5 = =
19 1 27
20 12 28
Eil 13 20
22
= won [vom |

CATERING CLEANING SCHEDULE

Unit Name:, Unit o, Dept:
SAFETY PRECAUTIONS
* Belore clesning electrical machinery ensure i is switched off and isolated from the mains.

* Toke care when cleaning bot ems

* Bofore cleaning gas spplisnces easure they are trmed of

© Follow all safety procastions shown in COSHH Product Task Cards for the cleaning product being used for cach task.
o All hand protection 1o be Latex Fres gloves of gauntlets.

L ITEM | eauency | propuct
oo W s
W
Wi Do P VLT
(0 ﬂ e ok Sifaces T
o ot ]

ESF oo ey
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Allergens

Requirement Action to Complete Tick
Identify relevant allergen FSC’s cards for the
operation - available cards are: BOH, FOH,
Beverage, Milk alternatives, Gluten & allergen

Allergen Food safety and free. Train team on allergen FSC’s relevant to 0
Training Records Verified. their roles Record on Allergen FSC training cards
Refresher training completed where required.
* Allergen online training is an additional
requirement to this.
Allergen Information Folder Correct and current Allergen Records / Matrices
. for customers printed and filed in the Allergen O
Available .
Information Folder.
Allergen Tablet checked prior to service.
Allergen Tablet (If Applicable) | |nformation downloaded from The Source menu 0
application and verified as current.
Allergen Information Posters displayed clearly,
informing customers where allergen
Customer Facing Poster information can be found. Check the HSE O
Displayed allergens page for additional customer facing
notices such as; ‘change of ingredients’, ‘self-
serve areas’ and ‘fryer usage’.
Colleague facing allergen Cross-contact & ‘know your allergens’ posters 0
posters displayed to be displayed BOH where appropriate.
Natasha’s Law Compliance PPDS foods fully labelled with ingredient list and 0
allergen information (where applicable).
Pre-Service Allergen Briefing Daily pre-service briefing includes allergen 0
reminders and communication expectations.
Allergen risk assessment Annual Allergen risk assessment completed on 0
completed. the origami app or via HSE website.
Unit Allergen Champion identified and
Allergen Champion Appointed | communicated to team. Name displayed on O
noticeboard.
New Starters Inducted on O

Allergens

All new/temporary staff completed allergen
awareness as part of induction checklist.

i
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Allergen documentation & signage

Allergens Awareness | Compass HSE (mycompasshse.co.uk) 6027ghp-21-

natashas-law-fsghp02103pdf.pdf (mycompasshse.co.uk)

ALLERGEN ﬁ
INFORMATION Ml;_p[,EN
bBG YOU HAVE A FOOD
ALLERGY OR INTOLERANCE?

FOOD SAFETY CONVERSATION

Allergen Awareness for Back of House Staff
WHAT YOU ARE GOING TO LEARN

: _— . for the declarable all
e e e uﬁhﬁdlmmulmm
o o opop e riadory B O sy wither in our Allergen Folder, Allergen Information tablet or
Allergen nFarmation QR code
WHAT YOU NEED TO KNOW
‘Bachground FLEQSE ENSUTE youl abuiys refer b th to
ordering, as ingredients or receipes may ¢hange from time to tme
Folder Tablet .
e e s .
Located:
ru, or a certain fih specios.
Avoiding Cross-Contact
E_I-.Ig_ phiy mmbing iy w oy of have any
changed. please speak o & member of staff

Incey

Toss. any

P e ALLERGEN CHAMPION
S  posstie ON DUTY

Following Recips Specilications.
Pro-Service and Service.
FOH am P sate.
i g,
i L i 2 ] -
sty your frevs ey L ———
‘marager.
To Ly
Tz

TRAINING RECORD CARD @ y p Audit

Allergen Awareness Food Safety Discussions  ARRET IKRET :::l.:

Name of Person
Check:

Back of

the v
ok Statl { Front of House Stall il i il Gluten -
s . | e o

| usdirstand rmy resporsitiities whin diabng with alivgers and will folow the Company pobcies e Instructions -

At to b completed

reedins. it
i e s e T L,
o (e | e e L I
. oo B S T e i s
_ Usss e action plan at the bollam of sudil 1 document any COTECIVE SCEONS that e required
L Menu ltems Selected

1 3.
" TRANEE'S 2 T
. T
manEsNAMe Bod  fou  mev wai [weensenf owre S s nave “Audit Questions o T =
1. 1a there an Alergen Log Sheet fr each
2] |
Jufe Smth x X | Senith | D Crowe
2. 1 Mere & Recipa Speciication lar each of Ine menu ems? [ ] ]
e
Focipe conans sy of e 14 e Al Gampitn

e mnmn| ‘ ‘

3 lsm
the infomalion on the Allergen Log Shiet?

matches. AMerger information maches =
A Are e Menw 1ems Mage ACCordIng 1 (he Menu Spealcalion and 0o
I ingredients mLED 10 IhGse on 1 SpECRCAION?
‘Gudance: Qliserve he worng practices of the chets 1o mak
b, iokiowed

5- a1 St gh st S el D oy o i | [ [
25 nslicieg i the

6. Has the slergen Ioder been Gsplayen and mase avalabie for
o peress

oo olcer
Cak b
7. Have all Allergen Fod Safely Discussions been vaned to =om
merrbers based on their job rokes?

afterd v tar ane £ ood Sy

8. Speik 10 3 Leam members 10 Check MW understanding of e akergen
pracesses and procedures. Are they all aware of hesa?

Audit Total Scare
Plesse note: W your score 15 below 14 you must forward the completed audit and detailed action plan
vour Regional Manager and HSE Manager.

‘Actions Required: ByWho | ByWhen | Complete

Completed By: Signature:

6
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Unit Name Date

Unit Number Menu

This document must be used should & manual thandveitien) allegen report be required wilhin a unit. For sech menu item reler o every Tood ingredient labsl 1o nole any
alergens present within the procuct Ensure both Contams and May Contair allergen information is captured. The rame of Cereas with Gluten iz wheal jeg. spels,
Kamut/Khoeacan], e by, and/or pats) and the name of MUt from Treed (12, amond, Brazil nue casnes, hazelnin, peesn, walrlt, maranamia andior gt hie) mick ne

spentied Al Isted Fach mend dem mast be mialed by the coldleagie campletng infameasian, The Allengen Log must B sgned off By e nesd chet or alier resanns bie
persan in Unit.

o EX e ERE AL

Head vhel o other responsible person o check e allengen repont form sl sign beloe placing in e lsgen fokder,
[ hecked by iname and jos Eriel: slprerd:

Sl Buif o
«  Ingrediens Fignighted sith of are plergens thet ere present in this product

® Ingrediests ighlizhted atth the letters MG = Croes Cantamnstion s indicssisg thet this ingredient & prasent =t manufschiing site, fecinny or seeply thein snd cer saplirs
bedizve there is a 2 grificant risk that this alkergen codd contaminate the feod

w Our buy silcherms sndeaveur o Lok dll resmcn el st bo weasd aoy poleaibal risk of croes corbac, bovsvn, we orrcl guanenbes Dal oo Tood s 3005 ies lom e specific wlegen
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WorkplaceﬁSafe |

Requirement

v
Action to Complete

Tick

Complete register of essential Risk

Ensure coverage of all required RAs (e.g. Stress, Lone Working). Stress

Assessments (RA’s) and additional . O
. to become essential soon.
essentials
Essential service RA declaration Ensure required areas are signed. O
Complete all essential RAs Review and confirm completion. O
Check if other essential RA’s are Review other applicable mandatory RA’s such as young workers, lone O
required working, new and expectant mothers.
Safety information pack reviewed and . . . .
igned Review, sign off, and complete all sections, train out to the team. O
signe
Complete service-specific RA Highlight required task cards. Located at back of task card pack. O
. Core safety task cards are in your folder, additional task cards including
Collate and review all relevant task . .
. general task cards can be located on the HSE webpage. Site specific O
specific cards
hazards can be added to the back of each task card.
Train the team on task cards relevant to their role. Sign off training
Safety task cards reviewed with staff cards; add hazards/controls if needed. Keep safety cards readily O
available for staff to refer to at any time.
Remove non-required task cards Place at back of folder. O
Site manager declarations Sign and date t
Workplace statutory declaration Record document locations (LOLER, Gas certs, etc.); ensure client 0
(premises form) signs and copies are shared.
Fire emergency plan Complete using client plan as reference. O
Complete at start of each logbook arrival. Ensure to put through origami
HSE quarterly checks O
app.
H&S 6-month meeting Complete initially and every 6 months. O
Repairs and maintenance log Update as required. O
Confirm understanding that this is every 3 years OR when thereis a
WSMS Review accident/ incident/ new equipment or structural changes or a new site O
manager.
10
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Workplace Safety Management System Training Record

Empiloyas Employes

Hama: Unigue Humber:

Empiloyas

Job Rola:

Unit Mams: unit Number:

uUnit manager: Data:
Comphstion Refreahar

Training

Employes #ignature | Dats

Employes Signature | Date
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Workplace Safety Management System

Site Safety
Information

Unit Name

Unit Address

-

¥ Compass UK & Ireland
+ COMPASS Workplace Safety Management System

GROUP

Useof ovonand contactgrls sunroncas
& c (including salamanders, griddles, panini/toastie/ STCCS 05

waffle/crepe makers)
Burns/seakds from. Ignition of averhaoted food
‘contoet with hot surfocos o other fiommabio items - specific to your site which ore not listed below

or equipment
g i Safe System of Wo

1. Portable squipment should be placed on o firm and level surface and sheuld nat be pesitioned
Sip injusies from spilages o0k and muscla strain above range tops er ovens which would require the user to lean aver potentially hot equipment.
from handling heavy items

2. Ensure plug seekets are close to the equipment and da net risk eables being averstretehed and
potentially demaged.
3. Limit the use ef sven shelves abave eye level as much as pessible, espeeially when hot liguids and
fats could spill from cooking containers when they are being lifted into or out of the oven.
[Eluctriz shock or burrs from

ineameet usa ar 4. Den't stand in frant of eye-level grills and salamanders unnecessarlly, te aveld burns to the eyes
damagedfaulty sulpment and face.

5. Never leave food unattended during ceoking.
6. Da net place items on tap of salamanders and other equipment.

7. Use oven cloths or gloves when handling hot equipment.

8. Use safe manual handling proctices when moving equipment.

9. lselate the equipment and allow it to esol before eleaning.

10. Regularly remove carbonised fot and food debris from equipment.

Use oven gloves or cloths

oo up any 1. Clean up spillages as they oceur and use wet floor warning signs when appropriate.
whan handiing hat lhems spilloges Immediataly

Q@
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* Workplace/Safety

The Unit Manager Emergency Manual

Being informed about what to do in an emergency means you can help yourself and others when an incident
happens. In a real-life emergency, knowing a few safety tips will help you to stay calm and help yourself and

others. Remember notto putyourselfin danger and alertthe emergency services as soon as possible.

Requirement Action to Complete Tick
Make the Unite Managers Complete the relevant pages, display on the staff notice board,
Emergency manual site . . O

o ensure the team are aware of its contents and how to use it.
specific

UL NGE:
UR(L NPLER:

UNIT MANAGERS
EMERGENCY MANUAL

Thc MRS PRI L2 BOCSe) O o0 e
WU SLA° AGOLE LOGYS
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Posters, signage and stickers.

Workplace Safety

LW N

Requirement Action to Complete Tick
Print off and display Insurance documents (Compulsory), display
Policy statements, Safe Compass Quality, Health & Safety and Environment policies O
Contractor and liability (recommended). Safe Contractor and ISO certificates can be
viewed online on the HSE webpage.
Where space allows HACCP posters should be displayed in the
HACCP posters appropriate corresponding work area. More can be purchased or O
downloaded from AIR3 if required for bigger more complex sites.
Chemical Hazard svmbols Additional COSHH posters are available on AIR3 in COSHH section O
Y if required. Display on COSHH cupboard.
First Aid and emergency Fill out First aider list, apply signs near first aid boxes and display O
information fire emergency action plan in prominent area.
Sink &gnag;t;zahge and hand Display as required, Hand wash, Food Wash, equipment wash. O
Warning signage Hot.surface Yvarnlng signage on all hf)t equipment and dangerous O
equipment signage must be clearly displayed.
Place signage as appropriate to your site. Ensure signage is
Preparation signage RAW RTE | displayed on raw meat fridges, and items such as cling film O
or multi use section signhage. | dispensers, sanitiser and other raw specific items are labelled for
raw use.
Emergency cut off signage Display at point of emergency cut off. O
Dishwash sign Display in dishwash area. O
Authorised personnel signage Display on kitchen entrance. O

and usage

14
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Chemical Safety

(COSHH)/

Chemical Safety (COSHH) | Compass HSE (mycompasshse.co.uk)

Site/Unit Manager s COSHH Responsibilities

The COSHH Product Inventory is used to list all substances and products used and/or stored in a site/unit. For each
product listed on the inventory form you must also show that the COSHH Product Assessments and Task Cards have

been downloaded and reviewed, and that the Safety Data Sheet for Non-Ecolab products is available where this is

required.

The COSHH Risk Assessments for each product have been prepared using the information on the most recent

Material Safety Data Sheets for Ecolab. Unless you are contractually required to do so, you DO NOT need to

download and keep a paper copy of any Material Safety Data Sheets for any Ecolab products.

&
&
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Chemical Satety

(COSHH) /

Requirement Action to Complete Tick
Compass COSHH Policies Download the procedure and review responsibilities. O
and Procedures COSHH Policies & Procedures

Complete the Inventory (ES05 in WSMS), list all chemicals
COSHH Product Inventory . . O
used in the unit.
. Download all relevant RA’s for products in use. Ensure
Download COSHH Risk o
correct assessment selected where similar product names O
Assessments . ] .
exist (e.g. Oasis Pro 16 & Oasis Pro 20).
Download and review all relevant RA’s & Safety task Cards.
RA’s and Safety Task Cards . ]
. Display safety task cards where at the point of use to ensure O
downloaded and reviewed.
easy access for the staff,
. Ensure colleagues understand hazard warnings, risk
Communicate Hazards & . .
. phrases, safety precautions and required PPE from RA’s and O
PPE Requirements
Safety task Cards.
Ensure all staff are trained on all COSHH RA’s and safety
Hazardous substances o
task cards and this is recorded on the hazardous (I

training card completed.

substances training card.

\i# (OrE
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Chemical Safety (COSHH) | Compass HSE

Chemical Inventory ES05

Q@ 55

Compass UK & Ireland

woom oaw Workplace Safety Management System
ES05 Chemical Product Inventory
Unit Name Unit Number
Inventory | D Fgned
Completed
Tt Tanad
1" review
Tt Taned
2+ review
Tae Tgned
3 review

Note: Inverdary must be reviewed every 12 monthe wilh new producls added as and when required. Inverdory to
be relained for a period of & years

List all chemicals used on site beiow, ensuring all chemicals used are considered, as well a5 cleaning products ths
inchues chafing fuel, paints, any solvents, pesliciles et

Paper copies of Safely Dala Sheets lor Ecal
SE websil

available on the Compass HSE

lab Products are nol required 1o be provided in he folder and these are
or non-Ecola products 8 relevant Salely Dala Sheet must be keptin the

Toikder. For these products a COSHH Product Asssssment must also be completed. i this is not svailable on the

website contact your HSE Lead or H&S Regional Manager for assistance.

Supplier Product COSHH Task | Safety Deta Comments

Product Card in Sheet

Mssessment | place? | svailable?

in place?
[ocumert rame [ chamicar Commonitc  |WERAESSSG
[ Documert Cwemr | Warkplaca Sataty Duta of sus | ctoter 2124
[cussncaton Iotemal Use et )

Faga T

Chemical Product Assessment (CPA)

PRODUCT ASSESSMIENT - CPA

produc ciasiicaion:
Jim concertrate form)

Produc chassication:

signai war:  Danger

@
©

s be corrosive o metals

- Causes severe sin burn s eye dsmage Yeu MUST refer tathe

|t when dituted and in use) ] €PAs for your PPE requirements.
o et V- St e
P . .
Pl s
— e . owear e et e 0
uired (clsced) <o lcaguies s per Compass pobicy and best practice.
— - o | e O - o
= S
e I
o
o T (e p————E
N
el = PR | o
e e[t cm e st i
i PR
o B | TS e e
e o
susceptible [Stage 7
e L
i s

s it tormation:

ey contae

froduct i concemtrate)

Skin Contact

Froduct at use ilutian)

Inhsiston

[Fote of Expusure:

[ sm[wwaanen] messmen
¢ | & &

Igestion:

e ighting Mesures

-2 extinguishing messares nat are sppraprsts ta ocalcrcumstances and the surrsuncing
erwranment

specisi equiremenns:

[ 120 accitentateease occurs e peosie-and coleagues are mored away.

‘Accidental Release Measares

it st and o 1t ancwesr spercpriate PRE

Bezaonze Pan
[ 1 you rave-any queries please contsct. your HSE Manages or the HSE Helplinear
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Chemical Training Record

4 R® G
* COMPASS
b ’ .4 L4 e

Hazardous Substances Training Record
| Employee Employee |
Name: Unique Number:
Employee.
Job Role:
Unit Name: Unit Number: |
Unit Manager: Date:

List all hazardous substances used for tasks completed Dy the employee. Ensure all hazardous
substances used are considered, as well as cleaning products this includes chafing fuel, paints, any
solvents, pesticides etc

Hazandous: Completion Refresher
Substance Erpiayee . Employee
Sioneniee | Dote | TrinerName | SOBOXS | Dote | Traner Nome
[ " ———— —— )

Chemical Safety Task Card
SURFACE/EQUIPMENT SANITISING - Aseptopol 76

Always wear correct PPE

READ BEFORE
STARTING PROCEDURE

Use your deaning tools —
Blue Paper Towel

‘assessment and safe system
at work documents.. Use this method to sanitise the following items:
Walk-in freezer Microwave oven Steamer
- Blast chiller Soup pot Rice cooker
Ice machine Dumb waiter Chopping board
Restaurant chair Toaster Display cabinet

Food storage bins Racking and shelving  Tilting kettle

p—— < ¥ .\ ]

Task Cards - Indicate the hazard pictograms that will be
displayed on the product labels as well as the correct
PPE that should be worn when completing each task,
which is based on the COSHH classifications.

Internal


https://www.mycompasshse.co.uk/workplace-safety/chemical-safety-coshh/

Health and safety regulations relating to PPE require employers to provide suitable personal protective equipment
to employees who may be exposed to a risk to their health and safety whilst at work, except where such risk has
been adequately controlled by other means which are equally or more effective.

The Site Manager is responsibilities, include:

Requirement Tick

Provide appropriate PPE, where identified, through risk assessment process (ES 06 0
in WSMS).

Complete and review PPE Risk Assessment annually. O
Train employees in correct use and care of PPE. O
Ensure PPE fits users comfortably and provides adequate protection. O
Provide suitable, clean storage facilities for PPE. O
Complete a PPE Record of Issue for each employee (ES06a in WSMS). O
Inspect condition of PPE regularly and reissue as necessary. O

PPE REVIEW REQUIREMENTS

e Check the cleanliness and condition of PPE regularly.
¢ Replace PPE as necessary when worn or damaged.

PPE Catalogue Guide can be found at PPE Guide

¢ (QRE
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https://www.mycompasshse.co.uk/media/vmqodprc/new-ppe-guide-202526.pdf

ALLINCIDENT REPORTING SYSTEM

Incident Reporting and HSE Website

Allincidents must be reported on the AIR3 system. This can be found on Connect by clicking on the AIR App on the

homepage. AIR3 | Compass HSE

All Accidents, Near Misses, Hazard Observations, Environmental Incidents, Alleged Food Poisoning, Food
Allergy, Foreign Body Incidents and Food Quality Incidents, Pest Infestation, Enforcement Contact and

Security Response (where applicable) must be reported on the AIR3 system.

Select the Type of New Incident

Non-Compass Employee Injury Report

Near Miss/ Fire/ Driving Whilst on Company Business Hazard Observation
R EN NEAR MISSES PLEASE USE THE FOOD SAFETY INCIDENT FORM BELOW e

Pest Infestation
be used when:

«Sitea

Security Response
To be used when

LEASE N

+ PLEASE NOTE: If an in d as a Non-Employee Injury

AIR3 Guidance is available to assist you with completing any AIR3 report, click on the AIR3 Guidance link to direct

you to this document.

Anyincidents which may be reportable under TRIFR (Total Reportable Injury Frequency Rate), e.g. RIDDOR, Lost Time,
Medical Treatment or Restricted Work or MFSIR (Material Food Safety Incident Rate) i.e. Allergic reactions and Food

poisonings must be reported on AIR3 immediately and investigated within 24 hours.

] @

\i# (0rE
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https://www.mycompasshse.co.uk/air3/
https://www.mycompasshse.co.uk/media/mxpfvh5z/3587air3-user-guide-hseg02302pdf.pdf
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ALL INCIDENT REPORTING SYSTEM

Incident Reporting Training & Resources

Accidents

Incident Information Pack must be completed for all incidents resulting in injury.

Incident Investigation Pack (lIP)

The latest version of the incident pack must be used. This can be found on the Air 3 reporting page, scroll down this

front page to find packs for Safety incident. AIR3 | Compass HSE

It is imperative that the pack is completed in full, with all relevant documents attached, including injured persons
statement, witness statements, full Training Record Card for the injured person and any relevant Risk Assessments

and Safety Task Cards. Page 2 contains a list of documents required.

Packs must be completed within 48 hours of the incident and can be uploaded directly into the ‘Unit incident
Review’ section of your case on AIR3 using the grant access link OR sent to the HSE Department using the address on

the form.

We encourage all our units to report any Near Miss incidents and Hazard Observations. A true Near Miss is an
incident that has not resulted in injury but highlights any potential hazards to avoid incidents.

An IIP Pack is not required for a safety Near Miss or Hazard Observation.

For Hazard observations ensure to display the poster in staff areas. Encourage the team to scan the QR code and

ether the details of the hazard and/or near miss. This takes 2 minutes to scan the QR code, enter information and

submit.

Internal


https://www.mycompasshse.co.uk/air3/
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REPORT IT ON AIR3 @ @ ﬁ
WITHQRCODES =« ot

A HAZARD NEAR MISS, REPORT, SAFETY
anvmmummwmwm
THE RELEVANT QR CODE AND COMPLETE THE FORM USING YOUR UNIT
INFORMATION.

AIR

AL COONT MEPORTING SYSTEM

HAZARD OBSERVATION OR NEAR MISS

REMEMBER:
For to complete a Inciden Pack. Once
complete upload to AIRS or emall to uk within 7 days of reporting
SAFETY FOOD SAFETY QUARTERLY HSE
RECORD

HSP.000.01

® @ & INCIDENT INVESTIGATION PACK

cedents hat occur st Uni Please check that you have actioned all
points as 500n as the injured person has been treated.

It critical that all relevant paperwork In respect of the Incident is obtained, copled and placed
together within this incident pack.

YOU MUST TAKE THIS PACK WITH YOU TO THE LOCATION OF THE INCIDENT |
g his pack

AT THE TIME OF THE INCIDENT ~ Gathering key i
(509 appendit 1 1o

AFTER THE INCIDENT - Reporting

you can
4575194,
AFTER THE INCIDENT and storage.

Uit you
your o6 years.
o il s b touesed 1 pkaaccomes of s ndark pock an e mmugaxunmu»mnmm.m
cxpanilybodo o, Anarmatve. Jou cn Gost K b eccrced daery o WBE Dapartment.

e Parkands Cour. Rubey, am. 645 952 Fo! Ireland eass endi1o: 13 Fioo, s Yeats Way,
P Busnens park. Dusin

[ Porson this form:

Name: Sector:
Employee Job Role: |
Number:

" Compass Unit UnitName: |
Number:

Manimed - 1
Incident: Reference:
Full postal
‘address of unit
incl. post code

Agency/ Contractor | Agency/Contractor Name.
Member of the public
Client member of

Work Experience
Nature of Injury:

e.g. Head, Arm, Hand, Torso, Leg, Footete. 9. Bruise, cut, burn, fracture ete.

Cause of Injury: Incident Status:

©.9. SIpTripFall. Contact with heat, Contact with Sharp

Object .9, Minor njury, Lost Time & Masjor Injury
Document Name. incigent Investigation Pack Document o HEFOTI12
Document Owner Health & Safty Date of Issue. Now 2020
Classification Internai Use Page No. Tofd

8

\is (0r¢

Internal

REPORT A HAZARD ®
OR NEAR MISS w :

o wane

ALLINCIDENT REPORTING SYSTEM

SOWE mmm»mufwmunmm OTHER TO PREVENT

REPORT A HAZARD
OBSERVATION OR
NEAR MISS
SCAN THE QR CODE

ADJACENT:

Unit Number

Unit Manager Name
Unit Manager Phone No.
Unit Manager Email

H5.G.041.01

pass Group UK & Ireland
See Care Share ~ :nmsuuywnsum Catering

b4 1

The Safety Walkis a coportunty 10 walk the sncp 00’ 1o Coserve 8nd inleract wih cur cOBeaUES N ek work envecmment, and 10
reaffim good safety Standards and behavouss.

Observe colleagues in
See out their day-to-day work
Understand how their tasks are.

e e Share Care .---«m::
‘The Process of The Safety Walk:
Prepare See Care Share
s e s
o~
sy ks = s i v pos Py

o TR——
Whatio Consider During Your Safety Walk.
1 DEUVERIES - Ave deliveries checked snd g away safely?
2
3 stomase
© cousuen
o
.
2
§ spaTRR-An
.
0
preri-
Recording Your Safety Walk

MSEG02108 WE LOOK OUT FOR EACH OTHER




ALL INCIDENT REPORTING SYSTEM

Allergic Reactions, Alleged Food Poisoning and Foreigh Bodies

All Food Allergy, and Food Allergy Near Misses must be reported on the Food Safety Form on AIR3 and an
Allergen Incident investigation pack completed within 48 hours. This must be uploaded to the case on AIR3 via

the grant access link or sent to the HSE department — address on the form.

Alleged Food Poisoning (AFP) and Foreign Body Incidents. AFP’s & Foreign Body incidents will be investigated
with at site level with support from the HSE team. All Enforcement Officer Visits to your unit must also be
reported on AIR3. This should be done on the day of the visit. The Officer will usually leave a hand-written report,

but it is recommended that you make notes of any conversations that take place with the EHO, so when you

QD F )
" r g ALLERGY INCIDENT INVE STIGATION PACK S SAFE Compass Group UK & Ireland

Alleged Food Poisoning Reporting Form
This Pack must be completed within 48 hours of the i

lent by the Unit Manager, Team Leader, and/or

Supervisor for all food allergy incidents that occur at a Un e cf at you have actioned all Served Wi o4 in i
points as soon as the injured person has been treated. It is critical that all relevant paperwork in respect of . . .
the incident is obtained, copied and placed together within this incident pack. Alleged Food P0|son|ng Reportlng Form

[ YOU MUST TAKE THIS PACK WITH YOU T0 THE LOCATION OF THE ALLERGY INCIDENT ]

Use this initial reporting form to gather and record information about the incident when you are speaking to the individual
Please use the checklist on page 3 to complete all parts of this pack and the team about the incident. Once completed this should be used o compiete the AIR3 Online Reporting Form and

should be retained for 6 months with all appropriate: evidence and supporting information
AT THE TIME OF THE ALLERGY INCIDENT - Gathering key information. This invol,
ncluding witness details/statements/diagrams/photos etc. (see appendix 110 3 for statemer

ng information

AFTER THE ALLERGY INCIDENT - Reporting and escalation requirements. You must report the incident via .
the AIR3 I ting system as s0on as possible afterthe incident has occurred. If you have no computer e e T
access, you ¢ Ac orting Line on 0121 457 5194
accordance wih the fequrement it Managers Emergency Manual and C DEDRE T Date of Incident

Exact Location of Incident Time of Incident
AFTER THE ALLERGY INCIDENT - Documentation reviaw and storage. You nust gather alirauied papenvork
35 dstailed on Pag a copy of this packin a secure et your Unit f is Your First Name: Your Sumame
ument must
od relovant Your Job Title: Telephone No:
ocu uhave the capal o can p ecorded delnvery
o HSE Department, Compass Group UK & 1, 24 | Purkl.‘mds Parklands Court, Rubery, Birmingham, B45 9PZ. Your Email Address:
For Ireland please send to: 3rd Floor, 43a Yeats Way, Parkwest Business Park, Dublin 12 T T

Person completing this form: ]

ame: Soctor: INCIDENT DETAILS
What Did They Eat?

Employes Job Role:

Number: - ~ -
Compass Ui TN Was tMade nUnit? | Yes'[ [ No' | | IfNo, Provide Supplier Name: |
Number. Incident Description: (Provide a summary of the senvics, when the food was delvered, prepared and type of service)
Date & Time of AR
Incident Reference:

Full postal

dress of unit
post code

& telephone
number

[Unit omall
address:

Ditalls of the person (s) who suffered an allergy related Tncldent: 1
Name and = Compass Employee COMPLAINANT DETAILS
Contact Details: + Agenc Contractor Name ] Customer. Contractor: Employee / Agency Siaf

*  Member of the public Who Was Involved?
[ riipdraliont Other (Provide Detais) | |
= _Diber Tite:

Food I menu ftem consumed: Customers specific allergy / food infolerance:

(0. MIK 0gg, coky, T, poanutotc) e [Sumame |
Address:
Detalls of food allergen consumed:
Had we been advised of the |  Circle the riovant response

(e.3: ik egg, celery, fsh, peanut etc) Cottormars. il hdlord Posicode: Contact No:

serving? YES NO

T - 5 Any Other Complainis? | Yes No R
7d the customer have a o Was the Allergen o

X n Complainant Reporied
Tecton? YES NO_| Information Available? YES no Incident io EHO/ Trading | Yes: No: LR
Standards g
Document Name lergy Incident InvestigationPack  Document No
Document Owner Date of Issue FSFO%.03 SERVED WITH YOU IN MIND 1

¢ (OrE
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Please check See Care Share regularly. See Care Share | Compass HSE

Monthly See Care Share updates can be found here. Monthly See Care Share Update | Compass HSE

The HSE webpage also contains other information, and training documents check out ‘Sector HSE’, and
‘Training and Awareness’

SEECARESHARE R @® g¥
SAFETYUPDATE “..%."  February See Care Share Monthly Update

COMPASS UK & mELAND HSE remsuaRy 2028
PUT A LID ONIT - PREVENTING BURNS AND SCALDS

In the February edition of the See Care Share Update, we are reminding you to Put a Lid on It, as part
scalds, there is also a short video that can be shared with your front-line teams to remind them in a posi
service, we are raising awareness on the service of drinks with milk and alternatives to milk process, su
shakes. To ensure we are managing the allergen risks associated with this service. Our take home safel
gelting you ready for Time fo Talk Day 2026, which will be on 5" February. So please share and encoy

their family, friends and loved ones

Click on the links below to access the materials;

time to ; See Care Share Update - February 2026

talk day
e Put a Lid on It - Hot Beverage Awareness Poster

Food Safety Conversation Allergen Awareness Milk and Alternatives to Milk Drinks

Food Safety Conversation Milk and Alternatives to Milk Drinks Compass One Only

& B
SCAN [EggE)
E _J Updated Training Record Card

Campaigns ‘ H&S Training rainin Tool Box Talks ‘ Training Videos

Safety Share

Salety Convenafions ‘ Safely Shores

CH&CO Webinars ‘ Chemical Sofety ‘ lessons Leornt | H&S Monthly Pock | Simpler Recyding | Monthly Presenalions

HSE Chompions and Allergen Champions

Welcome 1o he CHACo HSE Seckr Poge

Highfield Food \
Safety Training

This page inchuces documents thot ere sprechic to CHCo and essocoted bronds erly. All aher docurents are avesloble #rough the moin Carmpass webste

Chemical Safety ‘ @ ?ﬁi Champions and Allergen
ampions

TD < O gy
Yo You - N\ e

_—

Webinars
- -
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https://www.mycompasshse.co.uk/see-care-share/
https://www.mycompasshse.co.uk/see-care-share/monthly-see-care-share-update/
https://www.mycompasshse.co.uk/sector-hse/chco/
https://www.mycompasshse.co.uk/compliance/training-and-awareness/

Compliance

Home | Compass HSE

The HSE Website is accessed through the HSE homepage. This is the hub for all HSE information and latest

updates on documentation and legislation. New updates are posted on the front page and communicated to the

business in the Weekly Communication.

it Ve et 1 B St Gt Sty b Gt O

Out of Hours HSE Contact W/C 11.05.2026

fons { ORK "
hmdghuan,bmthm

Food Sofety Forms, Allrgen (COSHH, Oecupational Healh, HAS Troining and Aworeness and informalion speciic
Avvcreres, Troining ond Awormess, o Foxiltes Monogement (budng oparchons, cloring services, grounds &
maintenance]

Training and
Awareness

Objectives and 150, SoleControcior &
Insuronce Cerificates

¢ (OE
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https://www.mycompasshse.co.uk/

Compliance

New Starter, Temporary Workers/Agency Employees Induction Checklist

The New Starter/Temporary Workers/Agency Induction Checklist must be completed for all relevant

workers inyour business.

Thisensuresthatall colleagues working in your unit are aware of the local health and safety processes and
specifically includes a section on allergen awareness. It ensures that all temporary staff are properly

inducted, which includes trainingin the correct allergen and food hygiene processes.

Unit Managers are accountable for ensuring this induction happens and that the checklistis completed

and signed.

';[ZLJ,\H'.-}SS @ ?‘? %‘
HSE Agency & Temporary Staff
Induction For Catering Services

All HSE information in this pack must be communicated to and understood by each
individual agency or temporary colleague before they commence work at a Compass
catering unit.

Unit Name:

Unit Number:

Manager Name:

Staff Signature:

{
[
[
[ Manager Signature:
[
[
[

Agency Name:

Staff Next of Kin Name:
Next of Kin Contact No:
This =

apilianal 2 complee and the infarmalien aror ded willany be used in an cmergency.

)
)
)
)
Staff Name: ]
)
)
|
)

[ Date Completed:

This completed pack s to be securely retained for & years with all unit training records
nd information.

¢ (ORE
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Compliance

26

The Net Zero Toolkit

The Toolkit was launched to help you effectively manage your Energy, Transport, Materials, Waste, Water and Prevent

Pollution. There is an Environment section on the HSE Website Environment | Compass HSE (mycompasshse.co.uk)

This section will help you to complete the Environment Toolkit for your unit; it will also help you identify, report and
respond to Environmental Incidents. The Resource Efficiency Programme will help you identify opportunities to get '

smarter' with your resources and save money.

The Toolkit should be reviewed annually and replaced with the latest version after 3 years.

®)

(OE

i
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https://www.mycompasshse.co.uk/environment/

Compliance

HSE Signage & Communication

We have a legal obligation to communicate Health and Safety to our colleagues. A suitable area must be

identified where a catering ‘Notice Board’ can be implemented; this should be as near to the main catering outlet

/ facility as possible and also where all employees have full access to the area.

Below is an example of a noticeboard.

RS calth and Saf aw
M '\‘Vl;at *\JZ ‘need to know @ = | £
T ayr First aid

g (O Share (|

KNOW YOUR ALLERGENS ;

Y - :'. 1: " .ﬂ'

OUR SAFETY
BEHAVIOURS

-\ = ‘; » — - .
LA b E Ke
peiy 2STVELVES -

Remember: Double sided sticky tape/sticky dots should be used. Drawing pins must not be used.

HSE must be first on everybody’s agenda and each daily brief should include HSE.

HSE is communicated through the Weekly CH&CO Business Update which is emailed to units weekly; via your HSE

Manager and HSE Champion and by looking on the Latest News on the HSE Website. For units without internet

access, your Regional Manager will update with any communications.

¢ (ORE
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Compliance

HSE Meetings

A dedicated Health and Safety Meeting must take place and be documented at least every 6 months
as a minimum. The template can be found on the HSE Website and completed minutes must be
displayed on the noticeboard.

Ensure all team members contribute to the health and safety meeting, ask for their input.

@ @ Compass UK & Ireland @ @ ,E'}' Compass UK & Ireland
" = Warkplace Safety Management System mw W oam Workplace Safety Management System

Health, Safety and Environment Meeting B
Topie discussad during See Cars Share
Unit Name and Moment
Address (opkc from fe monthly See Care Share uimee
Deie mﬂmngmmrme
mesting Dats Masting Tima
2. Outstanding matters from previcus mesting
Details Actions raguirad
Attendeas
3. Health and Safety
Apologla INCIOGNTS, haZard ODSHVAT0ns and Near MISSEs SINCs 257 meaung
pologlas [where 3 colisagues was Involved In an Incident that resulted In injury, 35k tham If they woud Ike to share
their exparience with the team)
Details and actions taken Furimir actions requirsd
Agenda
1. See Cam Share Moment
2 Outstanding matiers fom previows meeting
3 Heam & Sty Repar on ‘any AL, insp and Fask
= Incilents, hazard obeanvations and near misses since last mesting FIndings/ouicomes. Any actions required
«  Report on Andngs of any Audits, Inspections and Risk Assessments
»  Changes io st equipment, sanices of work methods
4. Food safiely Esues
5 Environmentsl issues
6 Cualfy lssues (Changes 1 S EQUIPMSNL, Sarvicas or Work Memods
7. Changes o Campany Policy of Procecures Detals Any actions requirsd
& Training
+  Training sinee last masting
»  Traning pamed.
o Anyother HSE mathers that team coleagues wish o discuss.
10. Recognitoninaminations for f2am members who should be recognisad for thelr contribuson o 4. Food Safaly lasuss
HSE Inciuging alleged food PoiSoNMG, forsgn body, Alrgen INCIOSNTS and svidence of pesTs
11. Action plan Detalls and actions taken Furier actions naquirad
Diecumnent s HSE Masting Minutes. Duocurrant No AL Dizeunent bt HSE Mautng Mnutes Doscurrs Mo HEF om0y
Drocument Crwrat Haath end &stety Dot o iaise My 302 Diecument Dwrad Heath end Saduty Dotar o humise e iad
e—— [r—— Varien Na . Coimafeaien Intersal Use Versisn He o

¢ (OrE
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Compliance

Policy Statements

The latest Compass Policy statements are available on the Compliance tab on the HSE Website Compass Policy

Statements | Compass HSE (mycompasshse.co.uk)

There is no requirement to have the policies on display but your Team should have been briefed on their content

and Training Record Cards signed.

e e e T e SR Wy

Health & Sofey, Food Sofety ond Emvironment

Qualil Policy Stofement 2024

Environmaniol Plicy Sictement 2024

® @

(OE
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https://www.mycompasshse.co.uk/compliance/compass-policy-statements/
https://www.mycompasshse.co.uk/compliance/compass-policy-statements/

Continuous

9, ) &
bImprovement

PROVEMENT 4

Always check Compass HSE website for updates.

-

3
B TN

<
WEBSITE

IIDNATEC

Website Updates | Compass HSE

Quarterly Record/ Allergen Risk Assessment/ Safety Walks

Scan QR code and then to Log in to record your audits on the Origami app - Go to
Account name: Compass. Environment: Live then Select “Use a passcode instead”.
The code for CH&CO is Chco12.

Apple Operating Systems Android Operating Systems

SCAN BELOW SCAN BELOW

T

.

-

’.
S gf

.

\i# Uil
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https://www.mycompasshse.co.uk/compliance/website-updates/

A page similar to the one below will appear with any learning relevant to you.

Any courses coloured red are overdue and should be completed as soon as possible. They will have a due date on
them.

Courses coloured orange have already started, please complete as soon as possible. They will have a due date on

them.

If you have any courses coloured green they will be completed and the completion date will be shown.

All Unit Managers should complete Managing Safely, if this has not been assigned to your learning portal, Please

contact the Learning and Development Team on Learning.and.Development@compass-group.co.uk

Managers are responsible for ensuring that team training is up to date and allow adequate time during working
hours for team members to complete their training.

Profit Protection PCI Compliance Health and Safety for
100% | Managers
5/01/26 f )

Course ) éourse i : = j
Course 17/06/21

Mental Health Healthy Lifestyles
Awareness 5

éourse 31 /03/26 .

Course 26/03/20

Emotional Intelligence Discipline and Capability Developing Your People

Course 19/05/20 26/07/21 7/21

\i# (ORE
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® 3
%2 Safety Behaviours
(

ShaF

SPEAK OUT
This theme is all about encouraging

positive two-way dialogue.

BE MINDFUL

©
This theme focuses on worksite hazards
and how we control them.

This theme is about being proactive to

|t~i,j‘ GET INVOLVED
help keep safety front of mind.

ST HSE TM001.05
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