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HSE Agency & Temporary Staff Induction For

Catering Services - Group

All HSE imformation in this pack must be communicated to and understood by each individual agency or
temporary colleague before they commence work at a Compass catering unit.

Umnit Mame:

Briefing Date:

Event Mama:

Briefing By:

sickness or diarrhoea in the last 48 hours

By signimg below, | confirm that | have been briefed on the following safety information including Fire &
Ermergency, Incident Reporting, Chemical Salety, Allergens, Personal Hygiene, Sale Food Handling, Cleaning
and Samlising and Sale Systems of Waork redlesant to my robe for this venue. | understand it = my responsibility
o Tollow insinections, o work safely and only to do work that | have been frained Lo do, that | am being irained
an of being supervised whilst doing. | undersiand that | should talk to my manager or supervisor at any time if |
am unsure of whal o do or if | hawe any concerns. | also confirm that | have not been suffering from amy

Date

Signature

This completed pack is 0o be securely retained for B years with all unit training records and information.
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HEALTH & SAFETY INFORMATION

Our Key Safety Behaviours ansure that we are all working to the same safety framaework to build a safety culture that
ensuras that we all look out for each other.

[ BE MINDFUL - Always think firsi bafore you carry cut a task or aclivily - are there ary nsks or hazards and is it safe to

. CAITY .

|H| GET INVOLWYED = Halp your colleagues if they nead it or if you ses them in trouble

SPEAK OUT - I you are unsure of anylhing ask your manager’ superdsor or if you see any unsale environmenls or

- -
'1 warking activities than led tham know

FIRE & EMERGENCY Y
Familiarise yourself with the location of fire
alarms, fira escapes, firafighling eguipment

and assemibly points.

Always  follow  insbuctions from your
I'I"IEMQBT.'EUFIEFJW of anmouncements on

public: address syslams.

o,
Personal Protective Equipmend, such as

gogoles, gloves, safaty shoes, and wallars

cloths, is provided (o reduce risks af injury

and musi be usadiworn whera provided

Report any damaged of missing PPE o your
TG S LSO,

SLIPS, TRIPS & FALLS

Spillagas must be claaned up immadiatedy and
wet flaor signege displayed whera appropriake.
Keep walkways and workspaces clear of
oastructions. Avaoid rushing or running and raport
any damaged Moor Surfsces or poar Bghling lo
YOUr SUpervisarmanager,

CUTS & SHARPS
Ilake sure any knives you wse e sharp and in
good condifion. Akways usa the right knife for tha ?
lask and slore knives salely. Wear apgropriabe

PPE where irsirucled. Always use a dustpan and Y
brush {0 claan wp broken glass or crockeny — don't

pick it up with your hands. Dispose of il n ihe

designaled bin broken glass or codeery bin. Take

care when polishing glassas.

WORKPLACE EQUIPMENT
Check equipment before you wse il io make @
s it is safe bo use. Report any damage bo

WOU SUpEnisor ar managear immadiately and do

nal use damaged or Gty equpment. Do nol
atiempd bo canry ol any repairs yoursalf

ADDITIONAL UNIT [ SITE HAZARDS

IMCIDENTS
&l incidents thal resull in injury, and all

Maar Misses must be reportad, Familiarisa
yoursall with the localion of first aid kits and
first aid facilities

MANUAL HANDLING [ ]
Only camy cut manual handling tasks that are

within your capabilties. I you need assistance,

ask a colleaque or your SLpErISonManapar, Fl
Banual handing alds, such as trollays, sack

frucks, keg barmow and roll cages should be

usad whargver availabla

COSHH -
Cnly vsa chamicals you have baan trained 1o

use and folow mstruclions on diubon, usea,

condact times and PPE o b wom

Mever mix chamicals or decant them indo

conlainers Swuch as glasses or cups

BURNS & SCALDS

Taka cara whan working with hot maierials and
aquiprmenl, when carmyging hol foods and liguds,
and when making hol drinks. You must use

gloves of ovan cothse when 1aking lems oul of
ouans. You may only use and clean desg [l fryens
if you have bean trained and completed the Haot Ol
Cliiiz.

VIOLEMCE AT WORK

if wou feed threatened or intimidated at any ime,
or if you obserse BNy BOressiva or INaperoprata
behawiour, repar this (o your mansger
immadiately and ensure you know how o raese
e alarm,

Uga the space balow to &dd in unit or sile hezerds thel are not covered in this documend and thit the parson should be made

arwang of,
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FOOD SAFETY

Providing our customers with good quality and safe food is our passion at Compass Group and therefore Food Safety is vital

1o our aperation. Please ansure you adhers to the below at all times.

PERSOMNAL HYGIENE

SAFE FOOD HANDLING

CLEANING & SANITISING

-

-

‘Wash your hands thoroughly before handling resdy fo aat food, after wsing the toilet, aftar handling raw
foods, after hamdling urwashed fruit and vegetables, after handling rew food peckagng of waste, bafore
slaring work, afler every break, alter ealing and afler blowing your nose. _@
Erep yourself clean and waar clean clothing,

i wou are handling food you must wear a hat o kaimet. Long hair must be bed back.

Tell your supervisor, balare commencing work, of any skin, nose, throal, slomach or bowsl rouble o infecled waund.

I you have been exparigncing diarhea and vomiting in the last 28brs you must not be woarking

Cuts and sores must be covenad with & waterproal, high visibdity dressing such as a blue plaster.

Alveays eat and drink away froem a feod roorm and never cough or Sneaze aver food,

Avoid unnacassary handiing of fopd and usa utansils whara possible.

With the excaption of plain wedding rings and plan sleeper earrings, jewellery must not be wom n any food preparation
Arpas,

+ Delwerias must be temperatura and shel-life checked, inspacted for damaged packaging, leaks abs, [I
I in Ireland all mest and mest producis, milk and egge mist ba traceabikty chacked and batch codes logged.
Parishable food rmust be stored al 85%C (5°C in Ireland) or bekow and frozen food at -18°C o below.

Al food must be covered and dated,

Cook protein foods thomoughly o a cora temparatune of T5*C and hot hodd all food, in particular protein foods and rice at a
lemperature above G395 or cool within Bdmins and refriperate.

Abways rehaat Tood untl § is piping hot 7520 of above (B2°0 in Scolland] and food must only be rebeated once,

Prapara food as close to senvice time as possitle and minimise the amount of bma food i out of tamperabure control,

Keep he handling, pregaration, storage of raw meal / urwashed Tl & vegelables and ready o eal Tood sirictly separate 1o
pravent cross-confamination, Always use soparale aquipment, uiensils, chopping boards and clothes for raw food,

Al frust, selad and vegetables servad raw musi bie thorcughly washed.

Dirinks, bar fruit and ice are considered to be Tood and general lood hygiene reguirements apply when sloring, preparing,
handiing and sarvirg them,

fly

Always clean &s you go and only use the approved cleaning chemicals and sandisers.

Uge the 2-stage deaning process io clean work surlaces, sinks and egquipment after preparing rew foods and
unwashed fruit and before prepaning ready 1o eat foods

Follow the comect ciaaning product instructions and whare appropriste usa the prescribed condact trmes. Standerd conisct
timi far aur sanitiens is 1 minfue but you should always confinm this with the team on sie.

Wash food equipmant used in the praparation of raw foods separataly from equipment used to prepare ready to eat foods
Ensure claan food equipmant and crockery canncd become contaminated during storage from splashas during ancilany
cleaning activitieg.

Make sure that cleaning equipment usad for raw food preparation areas i designated as such and net usad o claan ready
io eaf areas, this includes, saniiser spray boitles.

Make sure o wells and ice buckels are cleaned and sanilised belone ese.

ALLERGENS AND INTOLERANCES

Il & custermer asks you aboul alarpgens within specific dsh, provide them with & copy of the Allergy Information -:@
Folder ard point o the allergy information sheet for thal dish so they can make an informed choice, o
altarnativaly direct tham 1o the QR coda or tablet whare information & available alectronically

If a guast has an allergy outside of the 14 allargans or if nothing on the manu = suilabla notify your supardsor, the
headiead chefl o the Allergy Champion.

MNever guess and never make a recommerndation, but allow fhe customer to make an nformed decision

If you e unsure of any aspect, ask your Head Chaf immedataly

Always lallow recipe specilicalions and do nat add or substitule any ingredients in a dish.

Awoid allergen cross-contamination by regulady washing your hands, following correct deaning procedures and by having
dadicated aguipment.

Mo sure all commumicalion betwesn the kitchen team and front of house leam is clear,

In hospitality areas customars with allergies or ininlerances should be served first

Il you afe unsure of any aspect, ask your headlesd chal, supervisor or Allergy Champion immedialaly.

@ O © ©

Calary Cereals Containing  Crustaceans Fish Lupin Mfilk
Gluten
Baolluscs Pramuts Soyaboans  Sulphur Disaido Tres Nuts
& Sulphites

HSE.TRC.005.01



SITE SPECIFIC SAFETY INFORMATION

This page provides the site specific information for this site.
Colleagues may take a photo of this page so that they can refer to the below information

[ ] BE MIMDFUL - Abways think first before you carmy out a task or activity - are there any risks or hazards and
m is it safe lo carry on.

|EH| GET INVOLVED - Help your colleagues if they need it or If you see them in frouble.

SPEAK OUT - if you are unsure of anything ask your manager’ supendsor or if you ses any unsafe
*1 anvironments or working activities then let them know.

FIRE & EMERGENCY .y
Farniliarise yoursell with (he lecation of fire alafms, lire escapas, ralighling equipment and assemibly poinks.
Sharays Tollow instructions from your managen'superdsar or announcements on public address systems,

The alarm sound is: [ ]

The assembly point is: [ ]

FIRST AID ARRAMGEMEMNTS

Familiarise yourself with the location of first aid kits and first aid facilties,

First aid kit is located: [ J

Our first aider is: [ ]

Mearest A&E is: [ ]
INCIDENT REPORTING
All incidenisraccdants, MEar Mmisses, TDI'-EiQI"I Di':l'.'lj' incidanis and EIIE"'Q)‘ incidants musl b= r'E|:~:':l'l'Eﬂ A% 8000 &5
possible

Report incidents to: l ]
Reporting forms are available in: [ ]
ALLERGENS -

IF & customer asks you about allergens within specific dish, provide them with a copy of the Allergy Informalion Folder
and painl ol the allergy information shaat for that dish 5o thay can make an informad chosce, o allermatwely direcl o
thesm Lo the OR code or labial where infarmalion is available aleciromcaly.

Allergen information is available:

[ )

Our Allergy Champion is:

SPILL RESPONSE q’ STAFF WELFARE ey
Spillagas must ba cleaned up mmadiataly and Rest Area Location:

wel floor signage dsplayed where approgriate.

Location of spill kit is: [

[ ] Smoking / Vaping Location:

[
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” Live our culture of CARE

Care | Aspire | Respect | Engage

DELIVERING AN IMPACTFUL, INSPIRING, MOTIVATING TEAM BRIEFING -
BRINGING CARE TO LIFE.

GUIDELINES TO DELIVERING A GREAT TEAM BRIEF

Be prepared and prepare your team for success

Plan the team brief in advance, striving to ensure that it will have impact. The
briefs are essential to your teams’ performance.

How are you going to make sure that your team brief is memorable?

Open with impact, add something different (a joke, a story, which will inspire or
motivate) and end with impact. The beginning and end are the parts which
your team will remember the most.

Engage and Interact / Listen to what your team have to say throughout the
team brief

Make your brief engaging and interactive by involving the team. Solicit feedback
and ideas.

Include reference to CARE during every team brief

At Levy UK & | we strive to create ‘Legendary Experiences’ for our guests and
each other, always living our culture of CARE. To help our teams understand
and live our culture of CARE, managers and team leaders are required to
include reference to CARE in every team briefing. Please refer to the CARE
Section of this briefing document for further detail on how to include CARE
effectively within your team brief.

BRIEFING TOPICS

Welcome and introduction

Please provide a warm welcome to your team ensuring that everyone feels welcomed,
valued and included. Provide the team with an overview of the day / event including details
of the client and event timings. Ensure that the safety briefing has been completed.

Wellbeing

Please ensure the wellbeing and comfort of your team including the below:
All team members have been provided with a tour of the venue and are aware of the
team member welfare facilities including location of toilets, changing areas and
refreshment areas.
Team members are aware of their break times and when and where to take their

break. Team members have access to water and the appropriate refreshments for
their shift.

Security

Ensure you are following the correct security protocols as per your venue / HR
requirements. Please brief your team and ensure that they are aware of the venue's
security protocols. Ensure that all team members are wearing wrist bands at all times
and/or required venue IDs. If the team members in your area are storing belongings, they

must be stored in clear bags, clearly labelled with their name, work area and contact
number.

Internal



Young Workers & New & Expectant Mothers
Please ensure that an onsite risk assessment is completed for young workers (under 18s)
and new and expectant mothers prior to their shift taking place.

Personal presentation/first impressions

Brief your team on the standards of presentation and dress, reiterating the standards for the
venue. To comply with food regulations long hair must be fully tied back and
earrings/excess jewellery removed. Nail varnish and false nails are not permitted in a food
preparation and service area.

The following service conversations may be utilised to deliver a short training session:
Service attitude, delivering a great impression, personal presentation.

Menu Information

Please run through the menu information, ensuring that all team members understand the
terminology and what is on the menu. Reiterate the importance of checking with guests
for allergens and dietary requirements. The ‘handling allergens’ service conversation may
be used to deliver a short training session on handling allergens.

Responsible Alcohol Service

Please reiterate the importance of responsible alcohol service emphasising the importance
of Challenge 25, the forms of ID accepted and measurements. The ‘Responsible Alcohol
Service' service conversation may be used to deliver a short training session.

Profit Protection / PCI Compliance
Reiterate with the team the importance of following the venue’'s PCl and Profit Protection
Procedures at all times. Train and refresh the procedures as required.

Dignity at Work

Brief your team on the importance of dignity at work. All team members have the right to
be treated with consideration, dignity and respect, and we all have a responsibility to set a
positive example in how we treat each other in order to create a culture of respect and
dignity for all. All Team Members are encouraged to report incidents of bullying or
harassment to a manager even if they are not the victim. Please ensure that the ‘Speak Up
Posters are visible within team member areas.

1

Feedback from the last shift/event
Discuss what went well, what should be done differently this time.

Recognise those team members who demonstrate CARE

To help embed our culture and encourage your team to put CARE at the heart of all they
do every shift, recognise those team members who have demonstrated CARE during the
previous event. This can be through a simple thank you, a venue reward or being
nominated as a Levy Legend.

Service Conversations

To enhance your team briefings, utilise the Levy Service Conversations to further embed
CARE and enhance operational knowledge and service skills within your team. Service
Conversations can take between 5 and 20 minutes depending on the topic and time
available.

Internal



CARE

CARE is our Service Mantra at Levy UK & I. To help our teams understand and live our
culture of CARE managers and team leaders are required to make reference to CARE
during every team brief.

To embed our culture of CARE please discuss with your team how they will
demonstrate CARE to both their guests and team during the shift.

CARE is an acronym which is used to describe the following 4 behaviours: Care, Aspire,
Respect and Engage.

” Live our culture of CARE

Care | Aspire | Respect | Engage

CARE - We are nice people and are nice to everyone that we engage with. We keep
fantastic service, food and drink at the heart of all that we do.

ASPIRE - We share goals to achieve more together. We are dynamic at exceeding our
guests’ expectations.

RESPECT- We respect our guests, each other and our environment. We value diversity,
creating positive and trusting relationships. We take ownership when things go wrong.

ENGAGE - We take time to welcome our guests and colleagues, greeting everyone with
a friendly smile and eye contact. We listen to our guests to make suggestions and
recommendations to enhance their experience with us.

To support you in discussing CARE as part of your team brief, we encourage you to
utilise the 2023 CARE Briefing Conversations which include the daily care commitments
that our team members can take to create Legendary Experiences for their guests and
colleagues.

Remember the impact that you all have on today, the atmosphere in which you create. You
are vital in
delivering memorable experiences to your guests and colleagues.

Internal



Manager Briefing notes

Welcome, introduction &
event overview

Promote inclusion and
positivity, event overview/
details

Wellbeing
Toilets, breaks and welfare

Security
Wristbands/ ID and storing

belongings

Young workers and New
& expectant mothers
Complete risk assessments

Personal presentation &
first impressions
Uniform standards

Service conversation

Menu Information
Details descriptions and
knowledge checks

Dietaries
Handling allergens

Responsible alcohol
service
Process and IDs accepted

Profit Protection / PCI
venue PC| & profit protection
procedures

Dignity at Work
Reiterate importance &
reporting

Feedback from the last
shift/event

CARE
Care, Aspire, Respect, Engage

Reward and recognition
Venue and Levy legend
awards recognising CARE

Service conversations
Refresher training

Service conversation (first impressions) topic:

Service conversation topic:

%y

Live our culture of CARE
Care | Aspire | Respect | Engage




	Team member briefing checklist
	Slide 1
	Slide 2
	Slide 3
	Slide 4

	Briefing delivery & Information
	Slide 5
	Slide 6
	Slide 7

	Manager briefing notes
	Slide 8


