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Introduction

+«+ This guide has been designed to introduce you to Chartwells HSE Standards and
Processes.

+ Read this guide carefully and use for reference to ensure your unit is HSE compliant.

% This guide will allow you to identify the HSE Management System and 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.

Our Health and Safety Lead, Jo Jackson, supports the business to make sure our colleagues
come to work, serve safe food to our pupils, stay safe at work and go home safely to their family
at the end of the day.

You can contact Jo on 07825 114309 jo.jackson@compass-group.co.uk

Alternatively, support is always available from our HSE Advisor

Vanessa Migliozzi:
Tel Number 07990 564907 vanessa.migliozzi@compass-group.co.uk

or the HSE Admin Team:

HSE Dept Office Hours (9am - 5pm):
Tel Number: +44 (0)121 457 5194

HSE Dept Outside Office Hours:
Tel Number: +44 (0)121 457 5370

Email: HSE@compass-group.co.uk

(OrE
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SAFE
FOOD

served with you in mind

ISO Standards

In your unit you will find the latest versions of our Health, Safety, Quality and Environment processes:

@
0’0

R/
0'0

HSE Log Book — Daily/Weekly/Quarterly Records should be completed in the book.
NB Large units may be using the full managed system, which can be printed from the HSE Website

The Food Safety Management System - this should be reviewed by the Unit Manager every 12
months. As a new manager to the business, you should make yourself familiar with the HACCP
processes and validate the relevant Hazard Analysis Records. Any team member using the
processes should have been trained on the principles of HACCP and reviewed the Hazard Analysis
Records.

Workplace Safety Management System (Risk Assessments) — This folder contains Essential
Risk Assessments, Service Specific Risk Assessments, Safety Task Cards and a Site Safety
Information Pack. Some Essential Risk Assessments must be reviewed annually (Fire Safety). All
other Risk Assessments relevant to your unit must be reviewed every 3 years, unless there is a
change in equipment or process, or an incident has occurred. The Site Safety Information Pack
should be made relevant to your unitand communicated to each team member. Each team member
should review the Safety Task Cards appropriate to their role and complete and sign their individual
WSMS Training Record Card.

Unit Managers Emergency Manual — This must be completed with correct current unit details;
and should be easily accessible and used for reference in case of any emergency

Net Zero Toolkit — This must be completed and reviewed annually.
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we're stronger, connected

First things first — Accessing Compass Connect

Compass Connect is an online portal where you will have access to the HSE Website and the AIR3
reporting portal, and also your mandatory E Learning; your Buddy will assist with setting up your account

to enable you to have access to the information you need.

To access Compass Connect you must go to www.compassconnect.com and register. All colleagues in

your team should have a Connect account, all new colleagues in the business must follow the instructions
to register. To do this you will need your Employee Number and National Insurance Number. Once you
have clicked on www.compassconnect.com the below picture will appear. Once registered you can
navigate your way around the Home page. If you have any issues registering, please contact the IT

Helpdesk on 0845 602 5555 opt. 3.

@@\ 7 tps://viw.compassconnect.com/Login/routzrd O = @ C || # Connect Potal - Login ‘ ‘

- o Em
% 31
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we'e stronger, connected

® Enter your usermame
Enter your password

Register Login
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News Sectors Business Support Help Apps Jobs Connections

*Ability’ - New Employee 87 o
O\ network

News Social Feed o -

Travel Portal

Cash Expenses

CH.HSE.G.002.02


http://www.compassconnect.com/
http://www.compassconnect.com/

Daily Log Book/full managed Food Safety Forms

For large units not using the log book, the full managed HACCP system may be used; all documents can
be found on the HSE Website on the Food Safety Forms page Food Safety Forms & Guidance | Compass
HSE (mycompasshse.co.uk)

The Log Book/Food Safety Forms ensure that food is prepared and served in the correct manner. It also
helps to improve the Company procedures. They have been designed in accordance with the Company
HSE Management Systems.

It is the responsibility of the Unit Manager to ensure that the Log Book/Food Safety Forms are completed
on a daily basis, ensuring any actions are carried out as indicated in the instructions at the front of the
book.

The Log Book/Food Safety Forms should be cross referenced with our HACCP processes, found in our
Good Hygiene Practice Guides in the Food Safety Management System and information on the HSE
Website.

The Log Book/Food Safety Forms are working documents and in order to meet legal compliance, due
diligence and ISO certification, it must be completed accurately and be readily available for internal and
external inspection. The Log Book is available from Linney and is available for 7 Day or 5 Day operations
Login to Linney Applications Website Username : Unit email address, Password : Unit number

SAFE
FOOD

served with you in mind

HSE LOG BOOK
7 DAY

Unit Name:
Unit Number:

Start Date:
Finish Date:

HEE LOGEODK VENne2Ols
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Food Safety Management System

Compass have entered into a Primary Authority partnership agreement with Luton Metropolitan Council's
Environmental Health Department in relation to providing regulatory advice and guidance around our food
safety policies and procedures.

The Managers Quick Start Guide in the front of the manual will give you step by step instructions on the
implementation of the system. It is the responsibility of the Unit Manager to:

review the Food Safety Management System

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

e The Food Safety Management System must be reviewed every 12 months, unless there has been
a change to any process

NB The FSMS version that you will have is V2 dated 2022. Please make sure the HACCP sheets
have been reviewed and the Team have read the Safety Conversations and signed the Training
Matrix at the back of the manual.

Wg\ ;
MW
Food Safety Management System

‘_'lf: OMPASS Quick Start Guide
COMPASS PR B
ey SET = = ===
MANAGEMENT : T~ = |
SYSTEM J J @ E -l
\ B
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Food Flow Diagram - Complete the food flow document to identify the applicable food processes

Hazard Analysis - Complete each of the applicable hazard analysis charts

Validate Hazard Analysis - Confirm you have the required controls in place for each process

Sign & Date - At the bottom of each process you can add site specific controls or brand standard

checks. Then sign and date each process step

Good Hygiene Practice Guides - There are 19 GHP's to be implemented and used as reference

guides to ensure that company standards are implemented

Safety Conversations - These should be used as training tools for the system

Hazard Analysis Posters - The posters should be displayed throughout the catering operation in

the relevant areas, these are a training aid and point of reference for our teams

8. Shelf Life Posters — These should be displayed at the relevant storage areas e.g. dry stores and
fridges and are a training aid and point of reference for our teams

9. Training Matrix - Training is a large part of the FSMS and all this training must be recorded on the

training matrix and must include refresh training and any new updates. This must be completed

annually, and any new starters should complete and sign off within their first two weeks of

employment.

PoNhPE

o1

N

Food Flow Hazard Analysis Good Hygiene Colleague HACCP
Diagram Charts Practice Guides Posters

SAFE
FOOD

served with you in mind
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Allergen Aware

The Medical Diets Team and the HSE team work together to deliver Allergen Awareness. Campaigns 1
and 2 are available to order from Linney Login to Linney Applications Website and are also available on
the HSE Website. Allergens Awareness | Compass HSE (mycompasshse.co.uk)

Your Team should be trained using the Food Safety Discussions and the Training Record Card signed.
Correct Allergen Records should be available in the Allergen Information Folder, and the Customer Facing
Poster on display to ensure your customers know the location of the Allergen information. Alternatively, the
unit may have an Allergen Tablet where all allergen information is downloaded directly from The Source
menu application for customers to view. The Know Your Allergens Poster should also be on display and
the Slightest Trace posters are designed to be displayed in your production area to remind your Team of
the risk of cross-contamination. Each unit should have an nominated Allergen Champion.

/ Allergen Customer-facing Table talker Food Safety \
Information Folder Poster Discussions
. \ ..
‘Slightest Trace’ Know Your Training Record Card ’
Posters ) Allergens Poster
’ ' E KNOW HOUR ALLERGENS
— 3 ' -~ "-: - 2
Z = -
\ =11 /
| L ! —

ALLERGEN CARD

Recipe Allergens

Celery | Cereals with | Crustaceans Egos Fish Lupin Milk | Molluscs | Mustards | Peanuts | Nuts from | Sesame | Soybeans [Sulphur D
Gluten Trees Sulphites

acon Shica

Oven Baked Pork Sausage + Wheat MC v v
Quorn Sausage / Bariey v v
 Wheat
Fried Egg v

Bakedt Baanz

Scrambled Egg v

Hash Browns Oven Baked

Grillad Tomatoss

Breakfast Cumberland Sausage ' Wheat mc

Poached Egg MC gartey v .
Grilled Black Pudding V Barley

v Wheat

Pan Fried Mushrooms v

Bailed Eog v

Batch Ral / Wheat V]

Allergy Advice:
= Ingredients highlighted in bold or annotated with v are allergens that are present n this product

 MC=Cross Contamination risk indicating that this ingredient is present in the manufacturing site / factory or supply chain and our suppliers believe there is a significant risk that this
allergen could contaminate the food

= Our busy kitchens endeavour to take all reasanable steps to avaid any risk of cross contamination however we cannot guarantee that our food is 100% free from a spedific allergen

Your Buddy will explain the Company process on FIR and Allergens, it is imperative that this is adhered to.
The Unit must complete the Allergen Risk Assessment.

Training is also included in your Compass Food Safety Level 2 E-Learning.

We have a robust Medical Diet Policy in place, which must be adhered to. It includes information on how
the process is managed in your unit, step by step, starting with the receipt of Medical Diet Request Forms
right through to receiving Medical Diet Menus and preparing and serving the food safely. Support and
access to the Allergen Academy, as well as additional training is available from the Medical Diet Team
chartwells.medicaldiets@compass-group.co.uk

10
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In addition, the Chartwells “Act On Allergen” Training Cards are also available on the HSE
website

HAVE THE FOLLONTING THINGS READS
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Natasha’s Law

What Is PPDS Food?
What Is Natasha’s Law?

Following the tragic death of
Natasha LZBI’OIISC in 2016 "N ¥
following the consumptionofan | ' M\
unlabelled sandwich from a coffee
shop, the UK Government have
introduced new labelling laws

‘| 1. Made or prepared in unit
| 2. Packaged before sale
| 3. Packaged at same location

What Does The New Law
Require?

The Food Information Regulations |-

+Ji| 2019 require all Pre-packaged Food [;
For Direct Sale (PPDS) to be labelled [*
with ingredient and allergen i
information from 1%t October 2021

J ingredientand allergen data to a

What is The Compass
Approach?
Working with our suppliers we will

enable all Source based recipes
identified as PPDS to export the

label which can be printed in unit
using your standard printer

The UK Food Information Amendment, also known as Natasha’s Law, came into effect from October 2021
and requires food businesses to provide full ingredient lists and allergen labelling on foods prepackaged
for direct sale on the premises. The legislation was introduced to protect allergy sufferers and give them
confidence in the food that they purchase. The page on the HSE Website is dedicated to all the information
available to Compass units. It is imperative that the Team have been trained on the process.

Allergens Awareness | Compass HSE (mycompasshse.co.uk)
6027ghp-21-natashas-law-fsghp02103pdf.pdf (mycompasshse.co.uk)

Unit teams should have daily pre-service, or Buzz briefings where safety messages, including those relating
to allergens, are shared.

12
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COSHH

Ecolab is our nominated Chemical supplier:
Chemical Safety (COSHH) | Compass HSE (mycompasshse.co.uk)

Site/Unit Manager's COSHH Responsibilities

To download the COSHH Product Assessments for the products in use, taking care to ensure that
that the correct product assessment is used where different products of a similar name are available
to download, e.g. Oasis Pro 16 & Oasis Pro 20.

To check the "Activity Time per Shift" and "Frequency of Use or Task" and amend if necessary

To communicate the details on COSHH Product Assessments and Task Cards are to all colleagues
involved in the handling and use of the products, in particular ensuring that they are aware of the
hazard warnings, risk phrases, safety precautions and PPE requirements

To ensure all colleagues involved in handling and using products are trained in the correct storage
and use of the product, using manufacturer's guidance where provided

The unit Manager must ensure the completion and/or retention of the following documents:

COSHH Product Inventory (also included in the Workplace Safety Management System)

COSHH Product Assessments

Task Cards

Safety Data Sheets for non-Ecolab products only, or where it is a Client requirement to hold them.

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 Product Assessments (CPASs) for each product have been prepared using the information
on the most recent Material Safety Data Sheets (MSDS), the layout of which is prescribed by legislation.
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.

Download all CPAs that are relevant to your unit/site, review and understand them

There is one CPA for each chemical, except for some products, e.g. Solid Power XL & Solid Protect,
Toprinse & Toprinse Jet, Trump Hydro Special & Trump XL Special, where due to the same hazard,
PPE and first aid specifications, CPAs for those chemicals have been merged.

On the left hand side of each CPA, the "Activity Time per Shift" and "Frequency of Use or Task"
have been completed for you based on Ecolab's experience. If how they are used in your unit/site
differs from this, please amend the CPA and initial and date the amendment.

Safely file the CPAs where they are accessible to everyone and inform all colleagues where they
can be found

In the event of an incident whilst using chemicals, the first aid information should be followed and
the CPA taken with the injured person to hospital if further treatment is required.

13
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COSHM PRODUCT ASSESSMENT [version 3 - August 2017)
The MSDS For This Product - Altheugh it is Net. Required

Lt pot and pan Surface sanitising

Signal word : Danger
[ . 0
V&Ty 10X 10 aquatic I 'e ‘with long lasting effects.

MUST refer to the CPAs & Task Cards

Not required under 505, However Gloves are requirement for this product when
used by ALL colleagues as per Compass policy and best practice.

Eye/face protection (EN 166): Satety goggles
Gloves not required under 505 However Gloves are requirement for this
product when used by ALL colleagues as per Compass policy and best practice

Sl [PETSN For surface sanitising (spray bottie): 1 puma (fram 30mi)
Dilution: YES ol in 800mi tmgger sar
For pot & pan dleaning (10L sink): 2x pumps (from 80mi)
~~~~~ Oy Trained Personre in 20 Btres of water
Hourty Procedure - Dispensing of product via dosing unit into spray bottle
Oaiy surface Fil correctly labefled spray boftie with S00mi of clean water
sanitising | add 1x pump (30mi) to trigger spray.
caue N :
L e T ——
Mamny Cleaning | 434 2x pumps (60mi) 10 10 itres of water
Intrequent Refer 10 the Aseptopol EL73- surface Sanitising Task Card or
Aseptopol E175- Manual Pot & Pan W, P Task Card, or
Usars el parsems A434T Lamon Two Stage Manual washing up with Asestosol
e LTS for product application detais
a vicinay.
ehen camaind e teolacins sricee{1asd s, s shay
wa correct PPE s used,

measures that to local and the g
enironment

pecial requirements. Store in 2 <00l dry r0oM. DO NGt mix with other chemicals.

1 an accidental release occurs ensure people and colleagues are moved
Ensurt £he 59 1§ et with by trained COREIRE (6. kncw Row 10 Gaat with SpHE and how 10 Use Sl k) 30 wasr 3ppropriata

- Foliow the spill Response Plan the Toolkit and the Unit Managers Emergency Manual.
i you have any queries please contact your HSE Manager or the HSE Helpline on 0121 457 5154.

Task Cards - Indicate the new 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 are based on the new COSHH
classifications.

e Download all Task Cards that are relevant to your unit/site, review and understand them.

e Where several products are used in the same way (e.g. Apex Manual, Apex Ultra, Apex Metal, Apex
Rinse, Apex Pre-Soak and Apex Pot and Pan) a single task card will apply to the procedure for all
of them.

e The Task Cards should be used as the main materials for training colleagues in each task.

o Safely file the Task Cards where they are accessible to everyone and inform all colleagues where
they can be found

Aseptopol EL76 SANITISING SURFACES a1 Aseptopol EL76 — Hard Surface Sanitisation
‘Catering Back of House Two stage) - (Catering Front of House 2 stage)
lersion 1 June 2020 Version 1~ JUNE 2020
READ BEFORE 0. READ BEFORE o
STARTING i STARTING .
©0
o -3
You MUST refer to the (PAs & - ‘ You MUST refer to the (PAs & A
Task Cards for your PPE Task Cards for your PPE
Requirements Requirements

VA

VA

¥ in amy Goubt about the PPE requared please refer 1o the separate COSHA Product SAFETY
ECOLAB P B R ECOLAB

1 in any doubt about the PPE required. please referto the separate COSHH
Product Assesament or your KSE Mansge - 104
e

14
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Personal Protective Equipment (PPE)

Health and safety regulations relating to PPE requires 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.

Our nominated supplier of PPE, including safety footwear is Bunzl Lockhart. https://www.lockhart.co.uk/

How do | place my order?

Visit the Lockhart website and sign into your Lockhart account. Some sites will need to order via their line
manager.

Use the Compass PPE Product Guide to ensure you order the right product. The Lockhart code and image
of the product is available to help units when ordering.

If you need a branded product, please contact the Lockhart Admin Team via email or phone 03701 667
277.

Where do | purchase uniforms from?

The Business Wear Company is our nominated supplier of uniform. You will need to order any uniform
wear (i.e. non-safety clothing, hi-vis jackets, etc.) by emailing compass@thebusinesswearcompany.co.uk

The Site Manager is responsible for:

o Ensuring that where the need for appropriate PPE is identified through the risk assessment process,
it is provided.

Ensuring that the PPE Risk Assessment is completed and reviewed at least annually.

Training employees in the correct use and care of PPE

Ensuring that all items of PPE fit the users comfortably and provide adequate protection

Providing suitable clean storage facilities for PPE

Checking the cleanliness and condition of PPE

Replacing PPE as necessary as it becomes worn or damaged

Completing a PPE Record of Issue for each employee

Foodbuy ~ ELOCKHART

PROCUREMENT REIMAGINED Catering Equipment

@' o pass E’ I

N |- .

PPE PRODUCT GUIDE

V,r‘r S ‘_‘E

rder online: WWW.lockhart.co.uk  cal our Sales Team on Tet: 03701 667 277

15
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Hand Protection
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Workplace Safety Management System - Risk Assessments

All Risk Assessments must be reviewed, the date of review completed, and signed by the responsible
person on the Record of Risk Assessments. These should be reviewed every 3 years (annually for some
Essential Risk Assessments) or after an incident has occurred or equipment has been replaced.

*®0F

i
+ COMPASS

WORKPLACE SAFETY
MANAGEMENT SYSTEM

Unit Name

Unit Address

Unit Number

Educstion

e
IE o7

Bt ey
MINDFUL  INVOLVED

29y

WSMS Completion Guide

Unit Managers will purchase this pack which contains the following sub-sections

and associated documents:

Detailed step by step guidance on how to complete each
document and training element

Essential Risk Assessments

l#

Each of the Essential Risk Assessment templates,
ready for unit manager to complete (MANDATORY
COMPLETION by all units / business operations)

Site Safety Information

Site Safety information pack template. Used to
train individuals in site safety arrangements

|1

Service Specific Risk Assessments

Each of the Service Specific Risk
Assessment templates relevant to unit
operations. Unit Manager to complete.

Safety Task Cards

Safety Task Cards. Used to train
individuals in their Safe Systems of
Work in relation to their role

(1

CH.HSE.G.002.02

Training Records

Template to record each
individuals training and any
refresher training.
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Training Record Cards

All Colleagues must have a Training Record Card set up in their Personnel File.
All training must be recorded and signed by the employee and the trainer.
Within our business Training Record Cards that are available are:
+« Training Record Card that covers Induction and all basic training and E Learning sign off

+ Safety Conversations Training Record Card

+ Individual Workplace Safety Management System Training Record card for all Safety Task Cards
relevant to the tasks that they complete

Chartwells Chartwells
Employes nsme Continuous employment start dste:
Date Date Date Date. Date Date.
Employes number: Compass start date Course
Completed Completed | Completed Completed Completed Completed

Job role: Unit Number.
Introduction
Emergency Gontact Safequarding

Heatth & Safaty at
[DBS Number ||ss;aaawe pass

IDBS Number. |IsEJada1e

‘Record previously sttended courses snd quaiiications thet your employee may have schisved below:

Title of Training or Gualification | Awarded by Approximate Date
I Managing Sately
| Allergen Academy
Chartwels Medica
OMPLETEDAS SUED: Date Campietedt [Ermpioyee Sgnatr]  Trainer Signature Diets
fcompass Industion Code of Eusiness
[Efi= Busiaing Induction and S&T Conduct
[Pass LD
lunit Policies & Systems Dignity @ Work
lunitorm

[Record of PPE lssue & Use GDPR Essentisls

[Reporting Infection & lliness
|arrangzments DBS Awarenass

[Gompany Palicy Statements

lsafety Behaviours

Junit Manager's Emergency
Manual Ethizs & Integrity

Right to Work

Calorie Labeling
Regulations

Cyber Security

; Q@
*r COMPASS

LI

Workplace Safety Management System Training Record

Emplayse Employas. I
Name: Uniqus Numbsr-
Employee
Job Rols:
Unit Name: Unitt Numbar:
Unit Manager: Dats:
Compleson Retrashar
Training
Employes Signaturs | Date Employes Signature | Date

oy T P ]
vt | a0 |
| ]
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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.

If you find yourself in the middle of an emergency, your common sense and instincts will usually tell you
what to do, our Unit Manager Emergency Manual provides you with all the information you will need in any
emergency situation.

CH.HSE.G.002.02

Site Specific Details to be completed inside Document
Emergency Contact Numbers available
Designed as a Grab & Go document for use by all colleagues as required

The document ensures that all Emergency Situation Procedure Guides are in place

Uit NOE:
UR(L NUPLER:

UNIT MANAGERS
EMERGENCY MANUAL

Thci VIR PIBL LS JOCSE) OF O e
MU S0P oLt Lo
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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.

You will then be directed to the HSE homepage. 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 Profit Protection Incidents must be
reported on the AIR3 system, all relevant links are accessed from the links on the left-hand side.

INEWI Safety Share - Importance of Pre-Use Checks on Equipment.

Wekome fo our HSE Website!

S TTTT—

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 must be discussed with your HSE
Manager prior to a report on AIR3 being made.

An Incident Information Pack must be completed for all incidents resulting in injury. The IIP
must be completed in full and sent by recorded post or scanned and emailed to the HSE Department
at Parklands as soon after the incident as possible. We must be able to trace receipt of the 1IP pack,
an lIP Chase List is issued by the HSE Admin team at 12 noon each Wednesday; a copy of this is
sent to each sector Business Director.

The latest version of the IIP pack must be used. This can be found on the HSE Website landing
page under Incident Investigation Pack
https://www.mycompasshse.co.uk/media/q2rfjzr3/5058incident-investigation-pack-
hsf00112docx.docx

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,

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 Near Miss or Hazard Observation..

20
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. @ 27 INCIDENT INVESTIGATION PACK @ DOCUMENTS REQUIRED
TM Pack must be completed within 42 hours of the incident by the Leader,
wmumn-mnw nmommmmma Please note Full Staff Training Record card MUST be sent in every case an employee is
jpoints as soon as the injured person has been treated involved
- : 5 sy s . swmm&s_oomm«uammmmmm-mmwumw
Itis critical that all relevant paperwork in respect of the incident is obtained, copied and placed 1+ in the relevant boxes on page 3
together within this incident pack. 3
Type of Acadent Documents you should send with the P
YOU MUST TAKE THIS PACK WITH YOU TO THE LOCATION OF THE INCIDENT Lo e
Assauk T Full Stalf Training Record Card for 1P or Temporary Workers Induction card for Agency
Mmummwsnmﬂmdmw © Site specific Risk Assessment
© Rk Auessment Employee Training Card
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et rertudag e s
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Amnﬁucneu'r ~ Reporting and escalation requirements. You must report the incidert via the ARY O Conflict Management training
Inciden! Reporsng sysiem s soon s possble sher the nodert has Gcoured. | you have 1D COELEN 085, yCb G O Relevant Safety Conversations briefed with sign off
eghore fe Accden: Repcrteg Line on 0121 457 S104 Yau must aeo escaate rcconts 1 accrcknce weh e
Siip, Tripor Fall | © Full Staf Training Record Card for IP o Temporary Workers Induction card for Agency
AFTER THE INCIDENT i and storage. o 2o el © Opening and Closing Checkists for the date of incident
on Page 2 of this pack i & your Unit. ks important et you weite £ Full Stalf Training Record Card for the person to last clean the floor prior to the incident
VO reses et i e o crowded i e of e podant Ths doment must b resared ko 3 perod o € years S Floor Safety Risk Assessment
Yo will 450 be requested 1o upoad copies of s nodmt mwmmm:nmlm e o "
capablity 1o o s0. Alemasvely, you Can pont it by a2 O Risk Assessment Employee Training Card
Dartianca, Putisnch Court, Ruer, Bemngham, B45 572 Fot vland leass e o 10 Foce, £ Yeeta Ny, S Hourly Floor Check
Parkwest Business Park. Dudiin 12 © Full Stalf Training Record Card for the person who kst completed the floor check
L L S DR o v
Same: Soctor. S Relevant Safety Conversations briefed with sign off
TakRelated | © Tk speciic Rk Assesument (Le. sharp knives, needie stick, etc)
Empioyee Job Row: Injuties: Cuts, | D Rak Assessment Employee Training Card
Number: Manual Maadling, | © Full Statf Training Record Card for IP or Temporaey Workers Induction card for Agency
Tompass Unit Unit Name: Burns, Fallfrom | © Relevant Safety Conversations briefed with sign off
Number: Height. etc
[Date & Time of AIRS Chemical Burms | © Task specific Risk Assessment
incigent: Reterance: © Rk Assessment Employee Training Card
© Full Stalf Training Record Card for IP or Temporary Workers Induction card for Agency
Full postal S COSHM Product Assessment
address of unit © Safety Data Sheet
Incl, post code e
 telephons S Relevant Safety Conversations briefed with sign off
number
Contact with | © Task/ Lquipment spechic Risk Assessment
Unit emai Stationary or O Risk Assessment Employee Training Card
e movingobjects | © Full Staft Training Record Card for IP or Temporary Workers Induction card for Agency
[ejared Person Detais: © Maietenance Records
Name - Compass © Relevant Safety Conversations briefed with sign off
« Agency! Contractor | Agency/Conracior Name:
: cw‘.::;:-e TouryGueto | © Cquipment spechic Rk Aasessment
s broken furature/ | © Risk Assessment Imployee Training Card
= Work Experience equipment | © Full Stalf Training Record Card for P o Temporary Workers Induction card for Agency
Bogy Part injurea ature of njury. © Maintenance Records
S Opening and Closing Checkist for the date of the incident
a8 Hoad, A Hand, Torso, Lo, Pootete. i O, UL D S Relevant Safety Conversations briefed with sign off
[Cause of mjury: Tncigent Stus:
.5 SIpTripFal, Contact with heat, Contact with Sharp
Oiget; Manusl Handling efc. .. Mnor infury, Loat Time Injury or Major injury
Document Nams Document Mo
Document Owner Dae of leew
Cliliiates Paga i HEPOONI2 Novemer 2020 2004

AIR- REPORT IT ON AIR3 @ @ @

rimeonwomes WITH QR CODES = @

COMPLETING A HAZARD OBSERVATION. NEAR MISS, INCIDENT REPORT, SAFETY
'WALK OR QUARTERLY RECORD COULDNT BE EASIER. YOU CAN NOW JUST SCAN
THE RELEVANT QR CODE AND COMPLETE THE FORM USING YOUR UNIT
INFORMATION.

HAZARD OBSERVATION OR NEAR MISS

o
e hy por e
romisn o Aarfua

REMEMBER:
For all Injury Incldents we are required to complete a Incident investigation Pack. Once
complete upload to AIR3 or emall to hse@compass-group.co.uk within 7 days of reporting

FOOD SAFETY QUARTERLY HSE
RECORD

HSP.00001

All Food Allergy, Alleged Food Poisoning and Foreign Body Incidents must be reported on the Food
Safety Form on AIR3. For all Food Allergy or alleged Food Poisoning incidents please first discuss with
your Regional Manager and your HSE Manager before this is entered onto AIR3. These incidents will
require a thorough and detailed investigation. Foreign Body incidents will be investigated by the
Commercial Support Team if the root cause lies with the supplier.
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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!

You will find a Quarterly HSE Record in your Log Book which must be completed when you start a new
log book..

In addition to the Quarterly HSE Record, each unit must have a Work Premises Statutory Compliance
Declaration completed annually to verify safe equipment in the unit. Equipment such as electrical and gas
equipment, lifts, pressure systems; safety systems such as fire-fighting equipment; water and ventilation
systems and ashestos materials used in the construction of premises all have the potential to cause serious
harm if they are not managed properly. In addition, there is specific legislation that requires them to be
maintained and, in some instances, to be examined periodically by a competent person. This document
can be found on the HSE Website under the Workplace Safety Management System tab, in the Additional
Health & Safety Documents list.

Workplace Safety Management System | Compass HSE (mycompasshse.co.uk)

Compass Group UK and Ireland - Compass Group UK and Ireland = Compass Group UK and Ireland
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https://www.mycompasshse.co.uk/workplace-safety/workplace-safety-management-system/

The HSE Website is accessed through the HSE homepage. This is the hub for all HSE information and
latest updates on documentation and legislation. Any new updates are posted on the front page and
communicated to the business in the Weekly Communication.

Food Safety  Workplace Safety  Environment  AIR3  Sector HSE  See Care Share  Compliance

Out of Hours HSE Contact W/C 03.06.2024

Welcome to our HSE Website!

You can navigate this website by using the fop menu or by clicking on the links below If you are looking for a

g fo
& the search opion by clicking on the

specific information, such

Workplace Safety Management

You Matter AIR3 - Incident
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Absence and Return from Foreign Holidays

To ensure food handlers and healthcare sector employees are fit to return to work after periods of absence
due to iliness or from a foreign holiday/travel (outside of Europe and North America / Canada), the Absence
and Return from Foreign Holiday form must be completed.

Frequency: After each period of absence due to iliness or foreign holiday/travel (outside of Europe and North
America / Canada). Actions - Completing the Declaration Follow the steps in the table below to complete the
Declaration:

Notification of Absence
Site Manager/supervisor must complete this section when first notified of an employee
absence

2 |Returning from absence
All employees who have been absent due to illness or injury must complete Section A.

Returning from absence

3 All employees who have been absent due to illness or injury and work in catering, retail
or healthcare must also complete Section B.
4 Returning after foreign holiday or travel

All employees who are returning from a foreign holiday or foreign travel and work in
catering, retail or healthcare must complete Section C.

The Site/Unit Manager/supervisor must review completed forms and complete the
5 [Confirmation of Employee Absence on the first day of the employee’s return to work.

File the form in the employee’s personnel file

6 [Refer any response which indicates that the employee may be unfit for food handling
duties to the Regional HSE Manager for advice.

The latest form can be found on the HSE Website.

absence-return-from-foreign-travel-employee-self-declaration-form-fsf03807docx.docx (live.com)
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https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.mycompasshse.co.uk%2Fmedia%2Fl40ebqms%2Fabsence-return-from-foreign-travel-employee-self-declaration-form-fsf03807docx.docx&wdOrigin=BROWSELINK

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 include 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 making sure this induction happens and that the checklist is completed and signed.

T MSoarg sese i MIEF rierador mu b corerae e sied 1 ovd o Sevond
L e R L Tarvgeeyy S
e By AW e W
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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.

¥ amen .
OUR CLIMATE 2
PROMISE » COMPASS

e
RS
N

6l
!

p
M MAY 2022 VERSION 20, ™
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https://www.mycompasshse.co.uk/environment/

HSE Signhage & 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 a suggested layout of the HSE Notice Board.

@g Wlh":;t‘dx;)kz“l lr;;ed to know @ #
ryirs . :q'
== s A (A

WE LODK OUT FOK EACH OTHER

KNOW YOUR ALLERGENS (s Fn

i e e e | SO0
=== === | I “."J "‘E“] i oo
5 “.,,: 10 =X :A:‘: -7 () " -
. =- | | = 00| et | =
AERE | T ||
= B B & 3 L1 4 memers | H
4 se mveLves |
- : :
- A -~

ors - » o m

S $ |

e | l\‘* &, o S Y -—
= o ; :;?\ ~ p %,\& /0r 7, v:.‘- 2 3 S : ,/’ | |
: \Q\ N // ’* ,-“ SR TR y I i

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

1y

Compass UK & Ireland
Workplace Safety Management System

Health, Safety and Environment Meeting

unit Name and
Andrass.

Mssting Date

Masting Tima

Attendaes

Apologies

Agenda

1. See Cam Share Moment

3 Heam & Saely

4 Fooo sarsty Esues
& Enironmental issues

2 UtEtaNaN Maters Tom previols mestng

» Incidents, hazand cbservaions and near mésses since st mestng
» Report on findings of Ty Audis, Inspectons and Risk Assessments
+ Changes to st quipment, sandoss of work methods

-

Compass UK & Ireland
Workplace Safety Management System

1. See Care Share Moment

Topic discussad during See Cars Shars
Moment

T the monthly See Care Share
e st o S e it i

2. Outstanding mattsrs from previous mesting

Detalls

3. Healtn ana Satety
Tz

Incigerts, NaZard OBSerVai0ns and n6ar ‘since 251 meeting
[where 3 cobeague was Involved In an Incident that resuited In inury, ask them 1 they woud ke to share
their experience with e beam)

Detalls and actons aken

Furier actons required

3nd Rk,

‘Any actions requird

6 Cusliy lssuss Changes 10 S8 EQUIPMGNT, SSNVicas of WOk Mamods

7. Changes i Company Poicy or Frocedunes Dol “Any actions required

& Training

»  Training since last mesling

* Training piamed.

G Any otner HSE matters that team colleagues wieh o dscuss

. for thelr contributon o 4. Food Salsty lssuss

L=a inciuging. poisoning, Torsgn Dody, N evienca of pesTs

11. Action plan Detalls and actons Laken Furier actions required
(Dot s [BE Mesting s oot te__|waromas | [ e[ FSE Wesing Wines | ) |
[Decumert Ot | et sn sty [ ctiaie w2z | | T ) | T |
[ [venizn e Jea | [r—— | imtersa use vericn b Jes |

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.

Food Safety  Workplocs Safety  Environment AR Sector HSE  See Core Share  Complionce  Resilience & Security  Vendor Assurence  Contacts  News O

ICompass Policy Statements

4

This is the H
e Analas

Composs Group UK & kelond Policy Sotemants mart of Hoalth & Sclety, Food Sofely ond Environmant. They

Enmvironmental Policy Statement 2024

Food Sofety Policy Stotement 2024 Quality Policy Stotement 2024
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https://www.mycompasshse.co.uk/compliance/compass-policy-statements/

On-Boarding & E Learning

The first step in your learning journey with Compass Group is to complete On-Boarding which can be found
on your Learning Portal MyLearning on Connect. Once this has been completed, all Compass colleagues
must complete online learning, as a legal requirement and for personal development.

1. Click on MyLearning

! | Home % | ! | compassconnect.com LT
i Origami Risk - Incidents &1 Mileage Claim Capture Syst... €] Instore (€] Relay For Life York - Cancer... € Sign IN& Web Slice Gallery ¥ ] Welcome to the Compass ... ] Amazon.co.uk Seller Profile...

~oNnnect

we'e stronger, connected

News  Sectors Business Support Help Apps Jobs  Connections 0 Search

Compass Group UK & I York today: (9\gor Mon (D 17 1we ) 10 o -
‘ Announces Commitmentto > Gz G g
Reach Net Zero by 2030

On Monday 10th May we announced our net
zero ambitions for the UK &I business. Each
and every one of you will have a role to piay
in ensuring its success.

Cognos CRM - Dynamics 365

R Zoro and Bu . rishig S o
mi 5°C
susiness1.5°CHlCS O Cash Expenses Unit Finder
An hat alows you t

An application for claiming exper€es
News
»

Compass Group UK & I loading...
(b Announces Commitment BBC News Travel Portal

to Reach Net Zero by
------ 2030

A Manday 10th Mav wa

2. Click on MyLearning

N\

’
.'COM PASS Home My Learning Development v Calendar Job Search My Resources v My Learning Profile

https://www.myleamingatcompass.co.uk/course/view.php?id =564 TAVE TIIE DECDECLIED
L Type here to search i ) @ 15°C Partly sunny -
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A page similar to the below will appear with any learning relevant to you.

©AlLeaming W Mandatory Training Career Pathways

Health & Food Safety at Code of Business Right to Work UK
Compass Conduct

| — )]
Course 601721

I 4
Managing Safely GDPR Essentials COVID-19 - Staying Safe
[=————— i ==———e—e—ae ) e )
Course 50220 Course 60172 J0Urse Course 6/01721
oy " ot "
2 £ ey

)
o .

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 been 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.

w

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

See Care Share

See Care Share is our Leadership behaviours way of working. You and your team will complete See Care
Share Training to promote a great Safety Culture within our Business. We need our teams to understand
that Safety is seen as caring for our colleagues, not Safety as compliance.

We promote our three key Safety Behaviours to ensure everyone has a voice and stays safe at work.

All marketing material and the 30 minute video presentation for unit teams can be found on the HSE
Website See Care Share | Compass HSE (mycompasshse.co.uk)
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COMMUNICATION

RISK
ASSESSMENT

INVOLVEMENT

WE LOOK OUT FOR EACH
OTHER
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Summary of New Unit Buddy Support Actions:

U Day 1 ensure the Log Book is completed with all HACCP controls in place

U Day 1 we would expect that the unit has Medical Diet pupils identified; by the end of Week
1, the Teams should have been trained on the Medical Diets Policy and all the processes in
place

U Day 1all colleagues should have signed off the New Starter Induction

U Week 1 - Implement the Food Safety Management System in your unit, we should expect to
see the Hazard Analysis Charts reviewed by the Unit Manager, and by the end of Week 2, the
relevant Safety Conversations read by the Team and the Training Matrix signed

U Within 4 weeks all colleagues should have completed See Care Share Training

U Within 4 weeks - Review all relevant Risk Assessments for your unit in the Workplace Safety

Management System
U Ensure that all training has been recorded on the colleagues Training Record Card ongoing
U Within 12 weeks - Complete the Net Zero Toolkit

nternal

Q

\(¢ ((rC
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