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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.

« It will also give you knowledge & understanding of our HSE Website where
you will find all the tools and information required.

Please contact the HSE Helpline and they will put you in touch with the
relevant HSE Manager for support

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
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served with you in mind

Compliance Pack

In your unit you will find the latest version of the HSE Compliance Pack which contains:

K/
**

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. Any team member
using the processes should have been trained on the principles of HACCP and reviewed
the Hazard Analysis

Risk Assessment Pack — This pack contains Mandatory, Catering and Common Risk
Assessments required in the business. All relevant Risk Assessments to your unit must
be reviewed every 3 years, unless there is a change in equipment or process or an
incident has occurred. Each section has a summary sheet which is completed on review;
each team member should have an individual Training Record Card and should have
reviewed and signed for any Risk Assessments relevant to their role from each section
Unit Managers Emergency Manual — This must be completed with correct current unit
details; this should be easily accessible and used for reference in case of any emergency
The Environment Toolkit — This must be completed and reviewed annually
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connect

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
AIRS3 reporting portal, 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 your
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.
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| Last night a group of our fantastic
Restaurant Assodiates chefs competed in The

Great British Bake-Off's professional spin-off,
Seke Ot Cremede 2 Créme. _

AIR MyLearning

Accident and Incident Reporting,(AIR) An application for enrolling on training
courses
EEEEER
Connections Cash Expenses
v
Between 7-11 March we’re
taki ng part in Britain’s Sodial platform which helps people An application for claiming experises

engage and network with ...

Biggest Breakfast

Join us by clicking here EPayslips Audits

An application for viewing your Audits

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.
https://www.compassconnect.com/mycompasshse/food-safety/food-safety-forms/

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.
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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.

SAFE
FOOD

served with you in mind

HSE LOG BOOK
7 DAY

Unit Name:

Unit Number:

Start Date:
Finish Date:

HEE LOGROOK VI una20iE
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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:

e Review the Food Safety Management System

« identify food hazards specific to their operation

e 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

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

NB The FSMS was launched in 2018, the manual must contain the 2019 Updates available
from Linney, the Team should read the Safety Conversations and sign the Training Matrix

e’ X b Food Safety Management System
s Quick Start Guide
COMPASS —T)
Component Parts
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1. Food Flow Diagram - Complete the food flow document to identify the applicable food
processes
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Hazard Analysis - Complete each of the applicable hazard analysis charts

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

process

4. 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

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

recorded on the training matrix for 2018 and 2019 updates
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Food Flow Hazard Analysis Good Hygiene Colleague HACCP
Diagram Charts Practice Guides Posters
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Allergen Aware
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The Medical Diets Team and the HSE team work together to deliver Allergen Awareness.
Campaigns 1 and 2 are available to order from Linney and are also available on the HSE
Website.

https://www.compassconnect.com/mycompasshse/food-safety/allergen-awareness/

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. The Know Your Allergens Poster should be on display and the Slightest Trace

posters are designed to be on display in your production area to remind your Team of the risk of
cross contamination.

/ Allergen Customer-facing Table talker Food Safety \
Information Folder Poster Discussions
, susssen — —
‘Slightest Trace’ Know Your Training Record Card ’
Posters Allergens Poster
= KNOW YOUR ALLERGENS =, =22
p Y TEEE

\GLARE y

ALLERGEN CARD

[P A ra,

P e L T e < i T o L P P e ey - =
pev s o [

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 included in your Food Safety E Learning. Support and access to the Allergen
Academy is available from the Medical Diet Team
Chartwells.medicaldiets@compass-group.co.uk
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In addition the Chartwells Act On Allergen Training Cards are also available on the HSE
website

ACT ON ALLERGENS.
£K 2 - ALLERGEN INFORMATION AND ALLERGEN REPORTS
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Natasha’s Law

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

Following the tragic death of
Natasha Laperouse in 2016 X
following the consumption ofan |
unlabelled sandwich from a coffee
shop, the UK Government have
introduced new labelling laws

W) Pre-packaged food for direct sale s | =
defined as:

1. Made or prepared in unit
2. Packaged before sale
3.

. Packaged at same location

What is The Compass
What Does The New Law A ot P
- i roach?
Require? PP

3 F : Working with our suppliers we will

[ ,'7 The Food Information Regulations enable all Source based recipes

lg’s_ .ui : o205 reauire S Bie pacianed Ford identified as PPDS to export the
5P PR Bihed| For Direct Sale (PPDS) to be labelled e e

. il if‘ SECIE :nd Sl E label which can be printed in unit

¥ information rom 1+ October 2021 | SVP¥ oG your S sand brittes
9, 0z

The UK Food Information Amendment, also known as Natasha’s Law, comes into effect from
October 2021 and will require food businesses to provide full ingredient lists and allergen
labelling on foods prepackaged for direct sale on the premises. The legislation is being
introduced to protect allergy sufferers and give them confidence in the food they buy. 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.
https://www.compassconnect.com/mycompasshse/food-safety/allergen-awareness/natashas-
law/

Covid Secure

At the beginning of the Pandemic, information was uploaded onto the HSE Website with
guidance to ensure we minimise any risk to Compass employees, our clients and our consumers
during the operation of a food service offer, whilst maintaining the principle of social distancing to
limit the spread of Covid-19 virus. This guidance covers the range of principles which can be
implemented within any compass unit to enable colleagues to work safely and deliver a safe
food offer to the customer. You will find the information on
https://www.compassconnect.com/mycompasshse/pandemic/

***Although restrictions are lifted from July 2021, the information will remain on the
website and will be updated accordingly***
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Compass UK & Ireland SAFETY

Coromeivirs: COVID- = Staying COVID-19 Secure FIRST
e T RiskAssessmemt |
“The Way Back” We confirm we have complied with the govemment's RALC1S COVIDAS

Operational Safety Guide guidance on managing the risk of COVID-19

Unit Address

Risk Assessment | 0o
Completed

Catering Units ° FIVE STEPS TO SAFER
WORKING TOGETHER

fl
il

1" review (+3mo)

Step 1 - Workplace Safety Hazards

o We have carried out a COVID-19 risk assessment and e &=
shared the results with the people who work here

We have cleaning, handwashing and hygiene procedures
in line with guidance

We have taken all reascnable steps to help people work
safely from a COVID-19 Secure workplace or work from
home

We have taken all reasonable steps to maintain a 2m
distance in the workplace

Where people cannot keep 2m apart we have ensured at

least a 1m distance and taken all the mitigating actions
possible to manage transmission risk

Signed on behalf of employer _____ Selyer moreseninte dgnatye

July 2020 Employer Datz

R/Gro39/06

Who to contact [T

o B Vit e ety St ot e e g ot or 1300003 1547) [

COSHH

Ecolab is our nominated Chemical supplier:
https://www.compassconnect.com/mycompasshse/health-and-safety/chemical-safety-
coshh

Site/Unit Manager's COSHH Responsibilities

e 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.

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

e 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 warning, risk phrases, safety precautions and PPE
requirements

« To train all colleagues involved in handling and using products are trained in the correct

o 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:

e« COSHH Product Inventory

e COSHH Product Assessments

e 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 (CPAs) for each product have been prepared using the
information on the most recent Material Safety Data Sheets (MSDS), the layout of which is
CH.HSE.G.002.02
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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

Task Cards -l 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.

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

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

Safely file the Task Cards where they are accessible to everyone and inform all
colleagues where they can be found
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Aseptopol EL76 SANITISING SURFACES & Aseptopol EL76 — Hard Surface Sanitisation

(Catering Back of House Two stage) - (Catering Front of House 2 stage)
Version 1 June 2020 Version 1 - JUNE 2020
READ BEFORE READ BEFORE 0 @

STARTING STARTING Remaove any loose A
food debris ;
od debr 0 &

ean. Remove ahly wed. 10ml

N A GLOVES & GOGGLES 2 lnos sals - Ypump per B00mi trigger vis dispenser o
be ganitised . .
You MUST refer tothe CPAs & o2 with Alow 1 minute T‘O:'E‘U:Tffeferw lPhPEECPM& Allow 5 minutes @ Rinse surfaces with 9 ,!
Task Cardsfor your PPE contact fime R“ ardstoryour contact fime - clean water i
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cloth into sealed -
sal of

crofibre only)

WSE BIOCIDES SAFELY. ALVIATS READ THE LASEL
ANDPRODLICT MFORMATION BEFORELSE Ifin any doubt about the PPE requirsd. please referto the separate COSHH gy ppy
Product Assessmentor your HSE Manager

It in any doubt about the PPE required, please refor to the separate COSHH Product SAFETY iy wde
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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 in to your Lockhart account.

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, high Vis jackets, etc.) by emailing
compass@thebusinesswearcompany.co.uk

The Site Manager is responsible for:

e 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

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

« Providing suitable clean storage facilities for PPE

e Checking the cleanliness and condition of PPE

e Replacing PPE as necessary as it becomes worn or damaged

CH.HSE.G.002.02


https://www.lockhart.co.uk/
https://www.lockhart.co.uk/
https://www.compassconnect.com/mycompasshse/documents/Internal-HSE-Guidance/Compass_PPE_Product_Guide_-_25-10-16.pdf
https://www.compassconnect.com/mycompasshse/documents/Internal-HSE-Guidance/Compass_PPE_Product_Guide_-_25-10-16.pdf
mailto:compass.callcentre@bunzl.co.uk
mailto:compass.callcentre@bunzl.co.uk
mailto:compass@thebusinesswearcompany.co.uk
mailto:compass@thebusinesswearcompany.co.uk

« Completing a PPE Record of Issue for each employee

foodbuy

PPE Prodiuct Guidle

LOCKHART
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Risk Assessments

All relevant Mandatory, Common and Catering Risk Assessments must be reviewed and the
date of review completed and signed by the responsible person on the Record of Risk
Assessments. These should be reviewed every 3 years or after an incident has occurred or

equipment has been replaced.
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COMMONLY USED RISK ASSESSMENTS

MPORTANT - Risk assessmaents must be reviewed every 12 months, or whanever there s a significant changae in the task or activity and fallawing any aceident of
Incldant Invalving the task or activity. Risk assesamants must be retained for a parled of 3 yaars,

TR |
Rel | Risk Assessment Tille ﬁm nudmnm Signature n:':‘ Signature “m:ﬂ Signature

COM 03 | Gas Safaety
COM 05 _| Damp Mopping
COM 08 | Disposal of General Wasie
GOM 08 | Holl Gages

COM 11 | Step Staols

COM 17 | Violence at Work Risk Assessment
COM18 | Waste Compactors

CATERING RISK ASSESSMENTS

bl L First Flavlow

Ref Risk Assessment Title applicable | OBtessment Signature prited Signature dals Signature
wihisse | %0

CAT 01 | Baby Food and Baby Bottle Warming

CAT 02 | Bag and Sandwich Sealers

CAT 05 arage Dispensers

CAT 08| Bonzer Can Openars

CAT 10 | Cash Registers

CAT 13 | CO, Cylinders

CAT 14 | Combination Ovens

CAT 15 | Cooking

CAT 16 | Cooking Ranges

CAT 17 Contact Grills (Sandwich Toasters, Panini

Giills, Crépe & Walfle Makeis)

SAT o5

MANDATORY RISK ASSESSMENTS

IMPORTANT - Risk assessments must be reviewad every 12 months, or whenevar there is a significant change in the task or activity and following any accident or
incident involving the task or activity. Risk assessments must be retained for a paricd of 3 years.

Tick if risk Eirst
Ref | Risk Azsessment Title asmament | assessment | Signature e Signature B Signature
um: io date clata date

Young Persons Workplace Risk
MAN 01 | pcassment - Site specific

Young Persons Workplace Risk
MAN 01 Assessment — Person specific
COSHH Product Inventory

MAN 02

MAN 05 Electrical Safety

MAN 06 Fire Satety Risk Assessment

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
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% Individual Employee Risk Assessment Training Record card for all Mandatory, Common
and Catering Risk Assessments relevant to the tasks that they complete

Employe= name Confinuous emplayment start date:

Compass start date
Employee number:

Area/ContactiUnit Date Date Date Date Date D
Jab rol Course
on e Completed Completed Complated Completed Comglated
DBS Number: lssue date:
DBS Number: lssue date:

Record previously attended courses and qualifications that your employes may have schieved below:

Title of Training or Gualification Awarded by Approximate Date
Safeguarding
Food Safety For
Catersrs.
Food Safety Non
Catersrs.
OMPLETEDN 2 3UED: Date Compi: SignatLs Trainer Signatura

Health & Safety

(Geting to Know Compass

Code of Business
(Contract of Employment Conduct

ob D
[She Bullding Inducticn and Sta
[Pass 10

on

[Employee Handbook Managing Safely

IUnit Policies & Sy:

Profit Protestion
Employee Benefits

Uniform

Locker Key

FPE |ssue and Use

[Reporting Infestion and liness

ATTENgEMENtE

(Company Policy Statemsnts

Safety Behaviours

Emerpency Manual

Media Policy

[Fersanal Hygiene

Fire Emergency Action Plan
Wtz Note
This Dioe ot is tr b faimed on file for the full duration This Dot d emnlnyves’s

Training Compiated Date Completed |  Employes Signature Trainer Signat, Training Completed Date Completed |  Empioyes Signature Trainer Signatu

Fire and Emergency Procadures

First Aid Arrangements

COSSH Ships Trips and Falls
Dally HACCP Menu Complianca
HACCP Principles Recipe Compliance

Environmental Toalkit

E Gali

Environmental Awareness

Aliergen Folder

Spil Response

Giass Breskage Frocsdure

HSEQ Silver Standard

Fest Control Measures

Principles of Gas

Waste & Refuse Disposal

Fringij

Electrical Safaty

. Trips and Fails

Dangerous list)

be retained on file for the fu

ntiis fo be retained on file for the fu

e employee’s serv e employee’s ser

rther three

three
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SAFETY

FIRST
Cut Resistant Gloves n every g e o
INLY USED RI SSESSMENTS — LOYEE TRAINING RECOR

EMPLOYEE'S NAME: JOB TITLE:

Tick If risk

Training Record Card
9 L mmufm".’."ﬁ";'fu Syetem of Work m“"“- o WD C Ll D

employes’s job
—
COM 00 | Blank Risk Assessment Form

COM 01 | Avoidance of Negdlestick Injury

|

= = SoMta | G Setiy

COM 04| Homeworkers Risk Assessment

COM 05 | Damp Mopping

i

[ Dispossl of General Waste

COM 07 | Mechanical Floor Clesning

COM 08 | Pressure Washers

COM 00 | Roll Cages

21

OM 1 Steam Cleaners

COM 11_| Step Stools

COM 12 | Sterage and Use of LPG in Cylinders

COM 13 | Trolleys. Sack Trucks etc

COM 14 [ Tugs

COM 1 Use of Hand-Pallet Trucks

COM 1i ing & Suction Cleaning

COM 1 Violence at Work Risk Assessment

COM1 Waste Compsctors

COM 18 | Workplace Transport Risk Assessment

COM 20 [ Stepladders

COM 21_ | Stsir Cleaning Wet & Dry Mopping

COM 22 | Roller Shutter Tensile Barrier Operation

HSE/COMVINOVEMBER 2014 FOLLOW RULES - SPEAK OUT - BE MINDFUL - GET INVOLVED

SAFETY
IIIFIRST

In everything we do
e
7 COMPASS

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.

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

Unit Manager’s
Emergency Manual

What to Do...

SAFETY
IIIFIRST

in everything we do

CH.HSE.G.002.02



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, Environmental
Incidents, Alleged Food Poisoning, Food Allergy and Foreign Body Incidents,
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.
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To Access the Environment Main page please
e click belows.

|Central HSE Helpdesk on 0121 457 5194
|or by email at HSE2@compass-group.co.uk

The Latest HSE News
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St Frarmeorte - 28/11/2015 CONTINLITY

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

An Incident Information Pack must be completed for all incidents resulting in injury.
The IIP must be completed in full and sent recorded 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 IIP 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.compassconnect.com/mycompasshse/incident-reporting-AIR3/

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. 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..
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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.

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 asbestos 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 in the Health and Safety Guidance and Useful Information section.
https://www.compassconnect.com/mycompasshse/health-and-safety/hs-guidance-useful-
information/
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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.

S COMPASS FoodSafety  Healthand Safety  Pandemic  Environment Resilience and Security ~ Vendor Assurance  Compliance  AIR3 - Incident Reporting ~ News  Contacts

New! Workplace Stress Risk Assessment '
23.06.21

Welcome to our HSE Website!

You can navigate this website by using the top menu or by clicking on the links below. If you are looking for a
specific information , such as document, video or page you can use the search option by clicking on the
magnifying glass on the top right corner of the page.
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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 illness 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:

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

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

3 Returning from absence
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

5 the 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 and takes into consideration absence due to
Covid 19 related illness or self-isolating

https://www.compassconnect.com/mycompasshse/food-safety/food-safety-forms/
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Temporary Workers/Agency Employees Induction Checklist

The 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.
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The following essential HSE information must be communicated to and understood iamagement System
by each individual agency colleague recruited into the business by the Compass
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The Environment 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
https://www.compassconnect.com/mycompasshse/environment/

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.
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ENVIRONMENTAL
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HSE Sighage & 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 the suggested layout of the HSE Notice Board.
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Remember: Double sided sticky tape/sticky dots should be used. Drawing pins should not be used
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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.

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

COMPASS GROUP UK & IRELAND

HEALTH, SAFETY & ENVIRONMENT MEETING MINUTES

2 Qutstanding Matters from Previous Meeting
Details. Action

[—

‘ Site Address.

Unit/Site Manager

Dale and Time of Meeting

| o

Accidents and Near Misses since last Mesting
Details of Aceidents and Near Misses | Details of any further action required o
and action taken to

32| Report on findings of any Audits, Inspections and Risk Assessments carried
out since last meeting

1 Safety Moment 3.3 | Changes to $ite Equipment, Services or Work Methods that may affect safety
Topic discussed during safety moment: o Action:
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The latest Compass Policy statements are available on the Compliance tab on the HSE Website
https://www.compassconnect.com/mycompasshse/compliance/compass-policy-statements/
There is no requirement to have the poliies on display but your Team should have been briefed on
their content and training record cards signed.
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Food Safety Policy Statement January
2021
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Quality Policy Statement January 2021
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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. CLICKON
MYLEARNING
TAB

v ——
#1Home

compassconnect.com LT
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Compass Group UK & I
‘ Announces Commitment to
Reach Net Zero by 2030

12 May 2021 |

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 play
in ensuring its success.
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2. Click on
MyLearning




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

Home My Learning Development+ Calendar Job Search My Resources +» My Learning Profile

£ All Learning ™ Mandatory Training Career Pathways

Show All N
Status (Descending) v

Navigating the Learning Introduction to Health & Food Safety at Code of Business Right to Work UK
Portal

Safeguarding Compass Conduct 100%
Course 5/02(20

Lill | —— L 1)
91015 Course 10/10118 Course 6/01/21 Course 5/02/20

Managing Safely Training Skills GDPR Essentials Dignity @ Work COVID-19 - Staying Safe

Course 50220 |l Course 11/06/18 [l Course 6/01/21 Course 50220 |l Course 6/01/21

If you have any courses that are coloured red they will be overdue and should be completed as
soon as possible. They will have a due date on them.

If you have any courses coloured orange they will be 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

Classroom Health and Safety Training is provided by the Chartwells HSE Team. It is a
requirement that all Unit Managers must attend this training. Please contact your relevant
HSE Manager to find out the date and venue of the next available course.
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Summary of New Unit Buddy Support Actions:

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

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

Week 1 - Your Mobilisation Buddy will support you in the completion of the Covid 19 Risk
Assessment in your unit so that you can display the Covid 19 Secure poster

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

Within 4 weeks - Review all relevant Risk Assessments for your unit

Ensure that all training has been recorded on the colleagues Training Record Card ongoing
Within 12 weeks - Complete the Environment Toolkit
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