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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  

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:HSE@compass-group.co.uk
mailto:HSE@compass-group.co.uk
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Compliance Pack 

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

❖ 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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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, 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. 
 

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


  

CH.HSE.G.002.02    

 
 

 
 

 

 

 

 

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. 

 

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

 

 

 

 

 

1. Food Flow Diagram - Complete the food flow document to identify the applicable food 
processes 
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2. Hazard Analysis - Complete each of the applicable hazard analysis charts 
3. 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 
6. Safety Conversations - These should be used as training tools for the system 
7. 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 

 

 

 

 

 

 

 

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. 
 

 

  
 

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  
 

 

https://www.compassconnect.com/mycompasshse/food-safety/allergen-awareness/
https://www.compassconnect.com/mycompasshse/food-safety/allergen-awareness/
mailto:Chartwells.medicaldiets@compass-group.co.uk
mailto: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 
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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*** 

 

https://www.compassconnect.com/mycompasshse/food-safety/allergen-awareness/natashas-law/
https://www.compassconnect.com/mycompasshse/food-safety/allergen-awareness/natashas-law/
https://www.compassconnect.com/mycompasshse/food-safety/allergen-awareness/natashas-law/
https://www.compassconnect.com/mycompasshse/food-safety/allergen-awareness/natashas-law/
https://www.compassconnect.com/mycompasshse/pandemic/
https://www.compassconnect.com/mycompasshse/pandemic/
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COSHH  
 

Ecolab is our nominated Chemical supplier: 

https://www.compassconnect.com/mycompasshse/health-and-safety/chemical-safety-

coshh    

  
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 warning, risk phrases, safety precautions and PPE 
requirements  

• To train 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  
• 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 (CPAs) for each product have been prepared using the 
information on the most recent Material Safety Data Sheets (MSDS), the layout of which is 

https://www.compassconnect.com/mycompasshse/health-and-safety/chemical-safety-coshh
https://www.compassconnect.com/mycompasshse/health-and-safety/chemical-safety-coshh
https://www.compassconnect.com/mycompasshse/health-and-safety/chemical-safety-coshh
https://www.compassconnect.com/mycompasshse/health-and-safety/chemical-safety-coshh
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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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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 I 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 I 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: 

• 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  

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
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• Completing a PPE Record of Issue for each employee  
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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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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 
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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.  

• 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  
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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, 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. 

 

 

 

 
 

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 IIP 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.. 

https://www.compassconnect.com/mycompasshse/incident-reporting-air2/
https://www.compassconnect.com/mycompasshse/incident-reporting-air2/


  

CH.HSE.G.002.02    

 
 

 

 
 

 

 
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/ 
 

 

https://www.compassconnect.com/mycompasshse/health-and-safety/hs-guidance-useful-information/
https://www.compassconnect.com/mycompasshse/health-and-safety/hs-guidance-useful-information/
https://www.compassconnect.com/mycompasshse/health-and-safety/hs-guidance-useful-information/
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. 
 

 



 

CH.HSE.G.002.02    

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 illness 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:  

 
Step 
  

Action 

 1 

 
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. 

 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. 

 5 

 
The Site/Unit Manager/supervisor must review completed forms and complete 
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/  

 

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

 

 

 
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. 

https://www.compassconnect.com/mycompasshse/environment/
https://www.compassconnect.com/mycompasshse/environment/
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HSE Signage & Communication 
 
We have a legal obligation to communicate Health and Safety to our colleagues. A suitable area 
must be identified where a catering ‘Notice Board’ can be implemented; this should be as near to 
the main catering outlet / facility as possible and also where all employees have full access to the 
area. 
 
Below is the suggested layout of the HSE Notice Board.  

 
 

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 
 
 

 
 
 
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. 
 

 

https://www.compassconnect.com/mycompasshse/compliance/compass-policy-statements/
https://www.compassconnect.com/mycompasshse/compliance/compass-policy-statements/
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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.  
 
 

 

 

 

 

 

 
 

 
 

 2. Click on 

MyLearning 

1. CLICK ON 
MYLEARNING 

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

 
 
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. 
 
 
 

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