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WSMS Completion Process

STEP 1

Review and complete all of the Essential

i

Risk Assessments relevant to your unit or
business operation.

STEP 2 - o
Slte Sufetg A -
Information SN, m
Provide all the necessary safety _ f i _
information contained within the Essential -..]Z
Risk Assessments to all individuals using
the Site Safety Information pack. [ —

STEP 3

Review and complete all Service-Specific
Risk Assessments applicable to your unit
or business operation and select all the
relevant Safety Task Cards.
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Workploce Safety Monagement Sytes A‘ i Warkploce Safety Monagement Syates A : i
STEP 4 g il ELY, g e ELY,
Warkplacs Safety Monagement Systes : i Warkplacs SBafety Management Sytes A i
s, ELT, S, ELT,
Train all individuals in the safe systems of g == L e ==
. . . . Warkplacs Safety Manogement Syste= 5 ‘Warkplacs Safety Manogement Syxte=
work relating to their role using all service- Safety Task Cards Safety Task Cards
i PORTERING SERVICES BUSINESS AND
specific Safe'ty qu'f Cards relevant to N e
their working tasks. s\‘
’ y {

STEP 5

Sign off each individual's Training Record
Card. Ensure all relevant Safety Task
Cards are available to individuals for

reference by placing the additional easel
binder folder in the working area.

STEP 6

Complete and file any additional mandatory health and safety documentation.
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Step 1 — Complete the Essential Risk Assessments

All Essential Risk Assessments must be completed, where applicable, in every Compass
operating unit, be that a catering unit, healthcare setting or facilities management site.
These include assessments that are specifically required by legislation or which have been
created due to the nature of hazards and risks identified within our business operations.

Register of Essential Risk Assessments

Mandatory Completion

General Workplace Risks A iated Risk A

Within the workplace environment ES00 Workplace Risk Assessment

Fire ESOT1 Fire Risk Assessment

Accidents or illness requiring

- - q ESO2 First Aid Needs Assessment
first aid assistance

These Essential Risk
Assessments relate

to the general workplace
hazards found in all operating
units and detail the control

Slips, trips and falls ESO3 Floor Safety Risk Assessment

ESO4 Manual Handling Activity Filter
- ESOka Lifting and Carrying Risk Assessment
- ESO4b Pushing and Pulling Risk Assessment

Manual handling activities

Use of Chemicals (COSHH) ESO5 COSHH Product Inventory

measures in place.

ES06 PPE Assessment

These have qlready been ticked Tasks requiring PPE to ensure safety - ESO6a PPE Issue Form

for you as it is mandatory that

theg are com pleted Use of electrical appliances ESO7 PAT Testing

ES08 Work Equipment Inspection

Use of work equii t and tool
EO G U LRI EIE - ES08a Work Equipment Inspection Register

QOO

Use of Display Screen Equipment ESO9 DSE Workstation Assessment

Additional Mandatory Completion (Tick and complete if applicable)

General Workplace Risks A i i Risk A

New and expectant mothers ES10 New and Expectant Mothers Risk Assessment

ES11a Young Persons Risk Assessment 16-17

N N P q
These Essential Risk Young, inexperienced persons
ES11b Young Persons Work Experience Risk Assessment (<16 years)

working on-site

Assessments relate
to circumstances which may
from time to time become

. o Individuals who are affected by
relevant to your operating unit e g
and must also be completed
When relevant. Use of gas appliances

ES12 Lone Workers Risk Assessment
- ES12a Lone Workers Workplace Checklist

Individuals who work alone or in
remote areas

ES13 Workplace Stress Risk Assessment
- ES13a Stress Talking Toolkit

ES14 Gas Safety Risk Assessment

Individuals who drive on company
business

ONONORONON®)

Online Driver Training and Risk Assessment

Review and complete all applicable Essential Risk Assessments, ensuring they identify all hazards and
risks present within your unit or business operation. Once you have completed each document, retain in this
folder and file safely on site. Remember, risk assessments must be held for 6 years. They must be reviewed

regularly, whenever there are significant changes to business operations and/or working activities or following
any incident involving the activity. Where possible, in addition to being filed in the folder, all completed risk
assessments should be scanned and held electronically.
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Step 2 — Provide individuals with all Site Safety Information

For a health and safety risk management system to be effective, it is vital that the
hazards, risks and control measures identified in your Essential Risk Assessments
are brought to the attention of all individuals.

You must communicate all relevant information documented within the Essential Risk

Assessments to ensure individuals understand:

» The hazards and associated risks which are present within your unit or business operation
« How they themselves, or others, may be affected or harmed by those hazards and risks

* What control measures are in place to keep them safe and ensure the likelihood of an accident or incident
occurring and the severity of any outcome is reduced as much as possible

 The safety procedures in place which they must follow

To assist you with this, the Site Safety Information pack has been created.

. @) O
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Site Safety
Information

Unit Name

Unit Address . 3
If you have any concerns,

speak with your Health
and Safety Representative

Unit Number h s ..-_
WETM.ES Pack 01 \xﬂ -
.P/ I

Before you deliver the Site Safety Information pack, read through it and
ensure it covers all risks and control measures in relation to your unit or
business operation.

before you deliver the
contents of the pack.

If you would prefer to
deliver this information

digitally, a PowerPoint
Complete the relevant sections in the pack where required. The following pages presentation is available

give guidance where any parts of the pack are to be completed. Once you have from the HSE website.
completed the pack you are ready to deliver the content to all individuals.
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Step 2 continued — Provide individuals with all Site Safety Information

To enable you to understand and familiarise yourself with the entire pack, the below
table outlines how the information contained within the pack relates back to each

associated Essential Risk Assessment.

Essential Risk Assessment

ESO0 Workplace Risk Assessment

Associated Site Safety Information

STCSSI 00 Workplace Environment Hazards

ESO1 Fire Risk Assessment

STCSSI 01 Fire Safety — Good Practice

STCSSI 02 Fire Safety — Emergency Procedures

STCSSI 03 and STCSSI 04 Fire Safety — Fire Extinguishers
STCSSI 05 and STCSSI 06 Fire Safety — Fire Blankets

STCSSI 07 Fire Safety — Fire Suppression Equipment

ESO2 First Aid Needs Assessment

STCSSI 08 First Aid Arrangements

(General information required by legislation)

STCSSI 09 Reporting Accidents, Incidents and Near Misses

ESO3 Floor Safety Risk Assessment

STCSSI 10 Slips, Trips, Falls

(General information required by legislation)

STCSSI 11 Safety Signage

ESO4 Manual Handling Activity Filter
ESO4a Lifting and Carrying Risk Assessment

ESOu4b Pushing and Pulling Risk Assessment

STCSSI 12 Manual Handling

ES05 COSHH Product Inventory

STCSSI 13 Working with Chemicals (COSHH)

ES06 PPE Risk Assessment

ESO6a PPE Issue Form

STCSSI 14 Use of Personal Protective Equipment

ESO7 PAT Testing

STCSSI 15 Electrical Safety

ES08 Work Equipment Inspection

ES08a Work Equipment Inspection Register

STCSSI 17 Use of Work Equipment

ES09 DSE Workstation Assessment

STCSSI 18 Display Screen Equipment

ES10 New and Expectant Mothers Risk Assessment

STCSSI 19 New and Expectant Mothers

ES11a Young Persons Risk Assessment 16-17

ES11b Young Persons Work Experience Risk Assessment (<16 years)

STCSSI 20 Young Persons in the Workplace

ES12 Lone Working Risk Assessment

ES12a Lone Workers Workplace Checklist

STCSSI 21 Lone Working

ES13 Workplace Stress Risk Assessment

ES13a Stress Talking Toolkit

STCSSI 22 Workplace Stress

ES14 Gas Safety Risk Assessment

STCSSI 16 Use of Gas Appliances

Online Driver Training and Risk Assessment

STCSSI 23 Driving on Company Business
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Step 2 continued — Provide individuals with all Site Safety Information

Once you have familiarised yourself with the pack and completed any relevant sections
(see below), you can deliver the entire pack to all individuals in your chosen format.
Work methodically through the pack and complete in one session. Once completed,
sign off the individuals’ training on their record card.

Compata UK 6 ieianad

When delivering the Site courass o s
Safety Information pack,
you can either use the pack
contained in the folder, or
download the PowerPoint
document on the HSE
website and deliver as a
presentation.

Fire Safety — Emergency Procedures STCSSI 02

tanding tha firs gvocustion procedura, your line mancges must snsure
the dolowing:

==

Tho e ol T oo of gour A s e o

- teadta P e,

Ussn aeshon you repa into:

Complete all the relevant
sections of the pack.

¥ FI—r—
r COMPASS Wk pkaca Sotety Mningeman System

First Aid Arrangements

AR T —— [HI] o s i i
Frsa] st 0 rooma ove osoted: WaE | Aecident ond Emergency e

NOTE: Fire and First aid
information MUST be displayed

within your working areas.

If you need to create posters for
display you can download the
relevant templates which can
be found on the HSE website.

Matfiet Coritiors
o Prescribed Wedicines

Once the delivery of the Site Safety I
Information pack has been completed, I:E'L =
record the training on the individuals’ S
training record and file in the relevant
section of this folder.
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Step 3 — Complete your Service-Specific Rick Assessments

In addition to the Essential Risk Assessments, you must ensure that you have a Service-
Specific Risk Assessment in place for each specific function within your unit or business
operation. Service-Specific Risk Assessments are available in each of the following
sub-categories and are accompanied by a suite of accompanying Safety Task Cards:

Risk Assessment Risk Assessment
Maintenance Business and
Services Office Services

Risk Assessment Risk Assessment Risk Assessment Risk Assessment

Catering Services Cleaning Services Portering Services Security Services

[ [T O
Safaty Task Cards

Safety Task Cards Safety Tosk Cards
CATERING SERVICES CLEANING SERVICES PORTERING SERVICES % SECURITY SERVICES
=¥ &
, T &) w ..
~ A

2 2 - |

Review and complete each applicable Service-Specific Risk Assessment, ensuring it
covers all hazards and risks associated with your unit or business operation and details
the control measures in place.

The Service-Specific Risk Assessments are broken down into four steps which require completion:

Identify all the Essential Risk Assessments you have completed by ticking the

STEPA1 relevant boxes

Review all the hazards, risks and control measures detailed in the risk assessment, ensuring
STEP 2 they cover all those associated with your unit or business operation. Document any additional
hazards, risks and control measures you have identified

Select all the Safety Task Cards which are applicable to the working tasks carried out in your
unit or business operation by ticking the relevant boxes

Select any Additional Safety Task Cards you require which are not listed in step 3 by ticking
the relevant boxes*

Work methodically through steps 1 - . The guidance on the following pages gives specific details on how to

complete each of the sections.

*These Additional Safety Task Cards are not included in the pack provided but can be downloaded from the HSE website and inserted.
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Step 3 continued — Complete your Service-Specific Risk Assessments

Complete this section by entering your
unit name, address, unit number and
completion date of the risk assessment.

When completing periodic reviews, date
and sign the review sections.

STEP 1 — What are you already doing to
control the risk?

Tick all the additional Essential Risk
Assessments you have completed for your
unit or business operations. Those which
are absolutely mandatory for completion
have already been ticked for you.

STEP 2 — Workplace Hazards, Risks and
Control Measures

Review the hazards, risks and control
measures provided here.

Document any additional hazards and
risks that you have identified at the bottom
of this section. Complete all columns to
demonstrate what steps you are taking to
control these hazards and risks.

1oF
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RA-CS

Risk Assessment
Catering Services

Unit Name and number

Risk Assessment Date: Signed:
Completed
» Dl Sined
1% review
D Sigred
2% review
Dae: Signed
3 review

Note - Risk assessments must be reviewed every 3 years, whensver there is a signicant change in the actvy, and
ny Risi retained for

following a

Step 1 What are you already doing to control the risk?

Identify all of the Essential Risk Assessments you have completed for your unit or business operation
by ticking the boxes below.
(Those which are absolute mandatory completion have already been ticked for you).

Risk Asssssment

B E508 Work E:

BAESO1 Fire Risk Assessment

502 Firs Ald Noads Assessmont

B1E503 Floor Safety Risk Assessment
£S04 Manual Handing Actviy Fiter

D E504a Liing and Carrying Risk Assessment
D1 £S04 Pushing and Puling Risk Assessimen

B £505 COSHH Product

BAES06 PPE Assessment
Deso8a PPE Issue Form

BAES07 PAT Testing

0] E508a Work Equipment Inspection Register

& £509 DSE Workstation Assossment

I ES10 New and Expectant Mothers sk Assessment
I ES11a Young Person's Risk Assessment (16-17 years)

Dlesiib Young

s Risk Assessment (<16 years)
] ES12 Lone Workers Risk Assessmont

0] 5128 Lons Workers Workplace Chacklist

] ES13 Workplace Stress Fisk Assassment

0] Es13a Siress Taking Toolkit

[ Es14 Gas Safely Risk Assessment

[wsresoror |

Tz |

20y
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Step 2 - Workplace Hazards, Risks and Control Measures

Review this section of

g unit,
identified n the blank

Document any additional hazards and

Whatare the

Gompass empioyees
Agency sialf

ompass UK & Ireland
ety Management System

il sctions must be taken fo.
Isk?

Agency saff

ol
Steam

Broken or factured

+ Over objects

Gompass employeas
e | Agency saft

Fisk o fraaicioculonum
injries flom contact wih

Tsoof Compass erpioyess
addersiteplacde | Agency staf
18/ step stools poratives

+ Laddorsisopladorstoppling | +

Tty 200z ]

Ty 2022 |

Pagesof 7
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Step 3 continued — Complete your Service-Specific Risk Assessments
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Step 3 - Task Specific Control Measures
Select all the Safety Task Cards which are applicable to the working tasks carried
out in your unit or business operation by ticking the relevant boxes
TC ™ Goods ecotand sorage 0 [BE, | watngscvies o
e © Walkinchilr and foezers B T r— o
STEP 3 - Task-Specific Control Measures Bl st s PR -
© | koo cockingrances 0 | SIS, | Hotooverago sonien o
Tick all the Safety Task Cards that are applicable i et 0 B i T o
. . o A o | Mul-tunctona voume cooking ralpans, o | $TC7 Baties andnfanis - heatng bottos and ood 0
in your unit or business operation. - T — o
C. " Goaringcoepat yers o |SIS,  potoning gassvare o
Now make the Safety Task Card pack specific AL PR ——————
to your unit by removing the cards which are TC st oo oo o 0| SIS, i semasnon s
not applicable. File them in the Spare Training oot et om > ‘
Material section of the folder in case they are D —— PO — o
STC  Uso of manuel lcers(bagel seers, tomato. | STC_ | g rtacion anopy freludng T
requ",ed in the future. cscu slcers and mandolins) c::: Pl
ST oo o siong machines 0 (ST, | usoot g pplances o
. . . STC | Usoctpoaiopesingmachines (umblers) D | S1G | Yepo machnos (uiment channgand
Familiarise yourself with the remaining relevant S E———— o (S8 eyt soge ity s o,
. . . e Use of food processors and blenders ] Use of roll cages
Safety Task Cards in the pack in preparation for =& ° Jaeorg o °
training individuals. TG Food sevcs ountrs HEE o
C oougnroing G (19, ote snutoroponing anaclosing a
COT———r— P
[Socmentrame o Twsracsotor ]
[ Ty 2022 |
Clssication Im |

Workplace Safety Management System

@ @ .@? Compass UK & Ireland

Step 4 - Additional Task Specific Control Measures
Select any additional Safety Task Cards you require by ticking the relevant boxes*
*These additional Safety Task Cards are not included in the ‘Safety Task Card Catering Services’ pack which
you have been provided with but can be downloaded from the HSE website and inserted.

$1%6  Storage and use of LPG cyinders 0 | 85G;  seerine cieaning o

Ly LrmITemER 0|85, tedonm B

[Z8, | se ot otsseries 0 |85, Ty comveyorsand carauses o

T i TR - I e ——— a

STEP 4 — Additional Task-Specific Control (58, | urearoamorsmacrgomnes 0 |SIC unsavanoqes a
ona as ecitic ontro [ Use of LPG fuelled flamoé lamps & other 01 JBICRIN .. o road sicing machines o

Measures Y | I ———— s
R E—— G| S8,  coeyines-sorage endinganause @

T' k Add't' Is f t T kc d th t C,  Use and cleaning of whipped cream dispenser 0 | SLG.  Steilsing sinks o

ick any itional Safety Task Cards that are 7 s

relevant which are not listed in Step 3. 0 [8, tno s chanrg s coaomemn
sTC o [stc o

H sTC o |stc =]

These Safety Task Cards will need to be added to
.

your Safety Task Card pack by printing them off o fsre a
individually f the HSE websit il i
individually from the website. i .
SsTC 0 | stc o

sTC O [stc =]

sTC o |stc a

SsTC o |stc o

sTC O [stc a
I TGatoring Servioes Fisk T ToocumentNe Tws AAGs o107 ]
[ [Workplace Sately [oate of tssue Touy 2022 |
Classifcation Tirtemal Use TVersion No [ro |

Fage Tor 1
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Step 4 — Open Training Record

Each individual will need their own Training Record Card; blank copies are provided
in this folder. Complete the sections marked below for each individual before you begin
their relevant training.

f
» COMPASS ®) p
e id (0RE  Shofe

Complete
this section by _
entering the Workplace Safety Management System Training Record
. ) s Employee Employee
individual’s Name: Unique Number:
name, Employee Employee
. Job Role:
Unique Number
and jOb role your Unit Name: Unit Number:
L]
unit name, unit Unit Manager: Date:
number, your
name and date
Of trctinin Completion Refresher
9. Training
Employee Signature | Date Employee Signature | Date
Site Safety Information
Pack
sTC
STC
STC
STC
. sTC
List all Safety
STC
Task Cards
relevant to the sTe
individual’s role sTC
before you begin sTC
their training. sTC
STC
STC
STC
STC
STC
sTC
sTC
STC
Document Name Workplace Safety Management System Training Record | Document No WS.TRC.ES.01
Document Owner Workplace Safety Date of Issue July 2022
Classification Internal Use Version No 1.0
Page 1 of 2

These forms are also available electronically, they can be downloaded from the HSE website and completed.
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Step 4 continued — Train Individuals Using the Safety Task Cards

Before training individuals, review all the Safety Task Cards ensuring they fully align to the person’s
working tasks. If you identify additional hazards or safety control measures that are required, document
these on the back of the Safety Task Card and include in their training.

Use the relevant Safety Task Cards you have identified to train individuals according to their job role and

the tasks they are required to perform.

Make sure they fully understand how to perform each task safely.

Ensure relevant Safety Task Cards are available to all individuals for reference by placing the easel binder
provided alongside this folder in the working area. If you feel it is beneficial to make these available in more

than one location, then additional packs and easel binders can be ordered through Linney.

F
¢ COMPASS
Werkplace Safety Managemaent System b

Safety Task Cards
CATERING SERVICES

D F

i
COMPASS

‘Workploce Sofety Management System
Safety Task Cards o1
PORTERING SERVICES

P F

i
COMPASS

‘Workploce Sofety Management System

Safety Task Cards o
MAINTENANCE - b
SERVICES 3
]
-

A 4

F
COMPASS

‘Workploce Safety Management System
Safety Task Cards
CLEANING SERVICES 4

i
COMPASS

LY
‘Workploce Safety Management System

Safety Task Cards
SECURITY SERVICES

- o
...... -
A —
Formons g
‘Workploce Safety Management System il
Safety Task Cards o1
BUSINESS AND m o
OFFICE SERVICES -
]
|
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Step 5 — Complete the Training Record

Complete the marked-up sections as shown below, for each individual, following
their training.

_f;tIUI_J\EI!’QSS @ @

14 (ORE Shofe

Workplace Safety Management System Training Record

Employee Employee
Name: Unique Number:

Employee
Job Role:

Unit Name: Unit Number:

Unit Manager: Date:

Completion Refresher

Training
Employee Signature | Date Employee Signature | Date

Site Safety Information
Pack

STC

S§TC

S§TC

STC

STC

STC

STC

STC

STC

STC

STC

STC

STC

STC

STC

STC

S§TC

STC

Document Name

Socament Owner Once trained, the Use this section to record
Clasficaton individual signs Bl and date any refresher
and dates their training delivered to the

training card. individual.

Use the Safety Task Cards for periodic refresher training in team briefings, Tool Box Talks, if you have

observed unsafe behaviour or following a near miss or incident.
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Step 6 — Additional Health and Safety Documentation

All mandatory additional Health and Safety forms for your unit, such as the Manager’s
Declaration to Health and Safety, and the Work Premises: Statutory Compliance
Declaration, should be filed in this section.

. ope . ; ® :
If you have identified operational ,’(;(,.\1 PASS Q @
risks outside of the Essential .
Risk Assessments and the Sector Additional Health & Safety Documents Index
Specific Risk Assessments, and Unit Name: Unit Numbar |
have implemented any of the
. . Mandat
Operational Risk Assessments, Document Name Notes i Comments
sectors
such as Inclement Weather Risk Site Manager's Declaralion | oo it
. of Commitment to Health, current v ) O]
Assessment and the Major Event | Saety and Environment : Vi
Work Erem\ses: Statgtory Revlgw annually v o
Risk Assessment, these should be -Compliance Dederation 1 Retainfor 8 year
f"ed here‘ Unit Manager's Emergency Hg?y ak;'c!"he v
Manual Relai\r’\vsv;:sel
. . current
This section should also be used Fire Emergency Acton Plan | A2l p
etain for 6 years
to keep templates of forms, Combined HSEATMY | Completo annually | v —
for example the Incident Pack, e R . Now
Health and Safety Minutes etc. Weather, Use of Hoise oy | AvalableonHSE |
‘ licabl
. . Please list all relevant risk Retain for 6 years cppleabie
You can also use this section to assessments for the unit
in the comments section
file any other Health and Safety Quarterly HSE Record | AlS0 avalable on v
documents, such as pest control R M G-monthly |
. I.f . Minutes Template Retain for 3 years
records, gas testing, lift testing Record of Resairs 3 Gngoing - —
. . Maintenance Retain for 3 years
etc. Where documentation is Statutory Certificates Retain whilst 7
. . . (Gas, PVI's, Lifts etc) current applicable
held by a client or is electronic, Service Documentation | roin for 3 i
Refrigeration, etc) etain for S years applicable
please note details in the Copy to HSE
Incident Investigation Pack Q‘:L‘:? original for 3 v
Comments column. Yons
Any Client Specific H&S
Documents (e.g. pest Retain whilst If —
control records, fire risk current applicable
assessment)
‘Available on HSE
Hot Oil Quiz website If
Template and Answers File completed quiz | applicable
in personnel folder
Record any additional documentation required on the following page —
Document Name Additional Health and Safety Documents Index | Document No 'WS.F.02.01
Document Owner Workplace Safety Date of Issue July 2022
Classification Internal Use Version No 1.0
Page 1012
Document Name Additional Health and Safety Documents Index | Document No WS.F.02.01
Document Owner Workplace Safety Date of Issue July 2022
Classification Internal Use Version No 1.0

Page 2012





