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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 unit is 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. 

 

Support is always available from our HSE Team: 

     jennifer.todd@compass-group.co.uk  - Head of QHSE CH&CO 

claire.grundy@compass-group.co.uk   -HSE Manager 

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 

 

mailto:jennifer.todd@compass-group.co.uk
mailto:claire.grundy@compass-group.co.uk
mailto:marianne.yung@compass-group.co.uk
mailto:michelle.howard@compass-group.co.uk
mailto:lana.mcginn@gatherandgather.com
mailto:HSE@compass-group.co.uk
https://www.mycompasshse.co.uk/
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Food Safety Management System (FSMS) 
 
Compass have entered into a Primary Authority partnership agreement with Luton Borough Council's 

Environmental Health Department in 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: 

 

• Complete a review of the Food Safety Management System. Ensure the Head Chef is also aware of 

the contents. 

• Identify food hazards specific to their operation. 

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

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

• Confirm that controls, monitoring and records are being implemented by signing the Hazard 

Analysis Sheets. 

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

cards. 

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

folder. 

• Ensure the team complete online training. 

• Complete quarterly record, annual allergen risk assessments and Safety Walks via website or QR 

code. 

• The FSMS must be reviewed every 12 months, unless management change. 
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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 everything in 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.  

☐ 

Conversations (FSC) 
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Hazard Analysis Records Flow Diagram 

–Food Safety Training record 
HACCP Posters 

Good Hygiene Practices – GHP & 
Food Safety Conversation -FSC 
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It is 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. 

☐ 
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Requirement Action to Complete Tick 

Allergen Food safety and 

Training Records Verified. 

Identify relevant allergen FSC’s cards for the 
operation - available cards are: BOH, FOH, 
Beverage, Milk alternatives, Gluten & allergen 
free.  Train team on allergen FSC’s relevant to 
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 

Available 

Correct and current Allergen Records / Matrices 
for customers printed and filed in the Allergen 
Information Folder. 

☐ 

Allergen Tablet (If Applicable) 
Allergen Tablet checked prior to service. 
Information downloaded from The Source menu 
application and verified as current. 

☐ 

Customer Facing Poster 

Displayed  

Allergen Information Posters displayed clearly, 
informing customers where allergen 
information can be found.  Check the HSE 
allergens page for additional customer facing 
notices such as; ‘change of ingredients’, ‘self-
serve areas’ and ‘fryer usage’. 

☐ 

Colleague facing allergen 

posters displayed 
Cross-contact & ‘know your allergens’ posters 
to be displayed BOH where appropriate. 

☐ 

Natasha’s Law Compliance PPDS foods fully labelled with ingredient list and 
allergen information (where applicable). 

☐ 

Pre-Service Allergen Briefing Daily pre-service briefing includes allergen 
reminders and communication expectations. 

☐ 

Allergen risk assessment 

completed. 
Annual Allergen risk assessment completed on 
the origami app or via HSE website. 

☐ 

Allergen Champion Appointed 
Unit Allergen Champion identified and 
communicated to team. Name displayed on 
noticeboard. 

☐ 

New Starters Inducted on 

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

☐ 
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Allergen documentation & signage 
 

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

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

 

 
 

https://www.mycompasshse.co.uk/food-safety/allergens-awareness/
https://www.mycompasshse.co.uk/media/5j5pcpdw/6027ghp-21-natashas-law-fsghp02103pdf.pdf
https://www.mycompasshse.co.uk/media/5j5pcpdw/6027ghp-21-natashas-law-fsghp02103pdf.pdf
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Requirement Action to Complete Tick 

Complete register of essential Risk 
Assessments (RA’s) and additional 
essentials 

Ensure coverage of all required RAs (e.g. Stress, Lone Working). Stress 
to become essential soon. 

☐ 

Essential service RA declaration Ensure required areas are signed. ☐ 

Complete all essential RAs Review and confirm completion. ☐ 

Check if other essential RA’s are 
required 

Review other applicable mandatory RA’s such as young workers, lone 
working, new and expectant mothers. 

☐ 

Safety information pack reviewed and 
signed 

Review, sign off, and complete all sections, train out to the team. ☐ 

Complete service-specific RA Highlight required task cards. Located at back of task card pack. ☐ 

Collate and review all relevant task 
specific cards 

Core safety task cards are in your folder, additional task cards including 
general task cards can be located on the HSE webpage.  Site specific 
hazards can be added to the back of each task card. 

☐ 

Safety task cards reviewed with staff 
Train the team on task cards relevant to their role. Sign off training 
cards; add hazards/controls if needed. Keep safety cards readily 
available for staff to refer to at any time. 

☐ 

Remove non-required task cards Place at back of folder. ☐ 

Site manager declarations Sign and date ☐ 

Workplace statutory declaration 
(premises form) 

Record document locations (LOLER, Gas certs, etc.); ensure client 
signs and copies are shared. 

☐ 

Fire emergency plan Complete using client plan as reference. ☐ 

HSE quarterly checks 
Complete at start of each logbook arrival. Ensure to put through origami 
app. 

☐ 

H&S 6-month meeting Complete initially and every 6 months. ☐ 

Repairs and maintenance log Update as required. ☐ 

WSMS Review 
Confirm understanding that this is every 3 years OR when there is a 
accident / incident/ new equipment or structural changes or a new site 
manager. 

☐ 
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Workplace Safety Management System | Compass HSE 

(mycompasshse.co.uk) 

 

https://www.mycompasshse.co.uk/workplace-safety/workplace-safety-management-system/
https://www.mycompasshse.co.uk/workplace-safety/workplace-safety-management-system/
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  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 not to put yourself in danger and alert the emergency services as soon as possible. 

 

Requirement Action to Complete Tick 
Make the Unite Managers 
Emergency manual site 
specific 

Complete the relevant pages, display on the staff notice board, 
ensure the team are aware of its contents and how to use it. 

☐ 
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  Requirement Action to Complete Tick 

Policy statements, Safe 
Contractor and liability 

Print off and display Insurance documents (Compulsory), display 
Compass Quality, Health & Safety and Environment policies 
(recommended). Safe Contractor and ISO certificates can be 
viewed online on the HSE webpage. 

☐ 

HACCP posters 
Where space allows HACCP posters should be displayed in the 
appropriate corresponding work area. More can be purchased or 
downloaded from AIR3 if required for bigger more complex sites. 

☐ 

Chemical Hazard symbols 
Additional COSHH posters are available on AIR3 in COSHH section 
if required. Display on COSHH cupboard. 

☐ 

First Aid and emergency 
information 

Fill out First aider list, apply signs near first aid boxes and display 
fire emergency action plan in prominent area. 

☐ 

Sink signage usage and hand 
wash 

Display as required, Hand wash, Food Wash, equipment wash. ☐ 

Warning signage 
Hot surface warning signage on all hot equipment and dangerous 
equipment signage must be clearly displayed. 

☐ 

Preparation signage RAW RTE 
or multi use section signage. 

Place signage as appropriate to your site. Ensure signage is 
displayed on raw meat fridges, and items such as cling film 
dispensers, sanitiser and other raw specific items are labelled for 
raw use. 

☐ 

Emergency cut off signage Display at point of emergency cut off. ☐ 

Dishwash sign Display in dishwash area. ☐ 

Authorised personnel signage 
and usage 

Display on kitchen entrance. ☐ 

Posters, signage and stickers. 
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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. 

 

https://www.mycompasshse.co.uk/workplace-safety/chemical-safety-coshh/
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Requirement Action to Complete Tick 

Compass COSHH Policies 
and Procedures 

Download the procedure and review responsibilities.  
COSHH Policies & Procedures 

☐ 

COSHH Product Inventory  
Complete the Inventory (ES05 in WSMS), list all chemicals 
used in the unit. 

☐ 

Download COSHH Risk 
Assessments  

Download all relevant RA’s for products in use. Ensure 
correct assessment selected where similar product names 
exist (e.g. Oasis Pro 16 & Oasis Pro 20). 

☐ 

RA’s and Safety Task Cards 
downloaded and reviewed. 

Download and review all relevant RA’s & Safety task Cards. 
Display safety task cards where at the point of use to ensure 
easy access for the staff, 

☐ 

Communicate Hazards & 
PPE Requirements 

Ensure colleagues understand hazard warnings, risk 
phrases, safety precautions and required PPE from RA’s and 
Safety task Cards. 

☐ 

Hazardous substances 
training card completed. 

Ensure all staff are trained on all COSHH RA’s and safety 
task cards and this is recorded on the hazardous 
substances training card. 

☐ 

Training record - Risk assessments - 
Safety task cards 

 

COSHH Inventory 

https://www.mycompasshse.co.uk/media/fazol0zs/6282cossh-policies-and-procedures_v2-2022pdf.pdf
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Chemical Safety (COSHH) | Compass HSE 

  

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. 

 

Chemical Safety Task Card 
Chemical Product Assessment (CPA) 

Chemical Inventory ES05 Chemical Training Record 

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

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

☐ 

Complete and review PPE Risk Assessment annually. ☐ 

Train employees in correct use and care of PPE. ☐ 

Ensure PPE fits users comfortably and provides adequate protection. ☐ 

Provide suitable, clean storage facilities for PPE. ☐ 

Complete a PPE Record of Issue for each employee (ES06a in WSMS). ☐ 

Inspect condition of PPE regularly and reissue as necessary. ☐ 

 

PPE REVIEW REQUIREMENTS 

• 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 

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: 

 

Personal Protective Equipment  

https://www.mycompasshse.co.uk/media/vmqodprc/new-ppe-guide-202526.pdf
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Incident Reporting and HSE Website 
 

All incidents 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. 

 

 

 

 

 

 

 

 

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

you to this document. 

 

Any incidents 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. 

 

 

 

https://www.mycompasshse.co.uk/air3/
https://www.mycompasshse.co.uk/media/mxpfvh5z/3587air3-user-guide-hseg02302pdf.pdf
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Incident Reporting Training & Resources 

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

Incident Investigation Pack (IIP)  

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. 

 

https://www.mycompasshse.co.uk/air3/
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Allergic Reactions, Alleged Food Poisoning and Foreign 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 

receive the report through the post confirming your Food Hygiene rating, there are no surprises! 
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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’  

 

 

 

 

 

 

 

 

 

 

 

 

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/
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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. 

 

https://www.mycompasshse.co.uk/
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New Starter, Temporary Workers/Agency Employees Induction Checklist 

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

workers in your business.  

 

This ensures that all 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 training in the correct allergen and food hygiene processes. 

 

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

and signed. 
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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. 

 

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

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. 
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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. 
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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. 

https://www.mycompasshse.co.uk/compliance/compass-policy-statements/
https://www.mycompasshse.co.uk/compliance/compass-policy-statements/
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  Always check Compass HSE website for updates.   

 

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. 
 

https://www.mycompasshse.co.uk/compliance/website-updates/
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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. 

mailto:Learning.and.Development@compass-group.co.uk
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