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Section 1: Introduction

Welcome to AIR3, this guide will educate you on how to complete an Quarterly HSE Record on AIR3
using the anonymous login link or QR Code

By completing an Quarterly HSE Record in this way, the unit manager will receive an automatic
notification once the record is complete, with a PDF of the Quarterly HSE Record and Corrective
Actions as set by you the reviewer. They will also receive a Grant Access Link that will allow them to
clink into to close out any corrective actions raised during the Quarterly HSE Record. You as the
reviewer will also receive a an email confirming completion of the Quarterly HSE Record and a PDF
copy of the report for your records.

To ensure the best experience we would recommend using either Chrome or Microsoft Edge web
browser.

a. Top Tips to Remember Before Completing and Audit
1. Know the unit number, this is the surest way to ensure you log the incident to the correct unit,
this will be either a 5 digit number such as 64532 or it could be a letter and numbers such as g381.
Either way ensure you know it before entering an audit.

2. Know the Unit Managers contact details.

3. The Contents page of this document is hyperlinked, so click on the content header and it will take
you to that section in the User Guide. Equally there are blue hyperlinks throughout the User Guide
where a particular topic is related or followed on to another section, so just click on the link to go
to that next section.

4. Email notifications will come from AIR3 via the notifications@origamirisk.com email, if it does not
appear on the first time or reporting an incident, please check your junk email or spam email box.

Finally if you need any further support or have any questions please contact the HSE Admin Team by
either emailing HSE@compass-group.co.uk or calling on Tel. 0121 457 5194.

Section 2: Anonymous Log In Link

Please see below the link you will need to click on to take you to the HSE Quarterly Record
commencement page;

https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=DNtMWu3C0%2Fy23a0TMn2BYLL
pomD4WrV5az)Jdab7YuSO3bhKVAqx%2FSL4He21U4T7sPpg8F1YLSB7ilHwfcC6UaXYWJaKhiMkMB%2F
2lQ1%2BPR6EyUSwWzXzuPkYNU6btK2naT

SCAN THIS QR CODE WITH YOUR SMART DEVICE

(o] el
On the Welcome page you will see a blue button that says “Click to complete your Quarterly HSE
Record”. So click on that to enter. A
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Please complete your Quarterly HSE Record by clicking on the button below, once you have completed your HSE Record you will be sent a Grant Access Link that will allow you to close out any actions you have raised.
If you need any further support then please contact your HSE Sector Lead

Click to complete your HSE
Quarterly Record

Section 3: Completing the Quarterly HSE Record Details

Once you click on the blue button, it will open the Quarterly HSE Record response and you will firstly
have to complete the details for the unit you are reviewing. Enter your unit number in the box marked
Location, as you start typing it, the unit listing should display, once you have the correct unit number
and site name, click on it to enter it in the box.

Fill in your details as the reviewer and then the Unit Manager Information.

In the box “Kitchen / Area”, if you are a large multi-location site, you can record the particular kitchen,
building or area you are reviewing, or if you are just reviewing the whole site as one then record in
this box “Whole Unit”

If you are not a catering site, then you can click on the “Section Not Applicable” box to collapse the
questions from that section and then you will move on to

inue | Complzte Response K

\ 0322 :}
Food Safety Section Not Applicable

Hot and Cold running water is available atal sinks and hand wash basins? ; . - # nag
Al Wash Hond Basins are unobstructed, fully stocked with paper hond towelsidrier, antibactsrial hand soop and sink plug or mixer top? . . [ — & ndd
The structure of the premises (walls, floors, caiings +ic. i in good repair and ssaily cleansble? 3 T NotAppicatle # naa

Adequate Storage Is provided fox refuse both Inside and butsids the catering facility and it Is kept clean and tidy? . P # g
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Section 4: Responding to the Record Questions

If you scroll down from the Unit Details you will come the Quarterly HSE Record questions and then
you can read through the questions and click on your response to the question which will be one of
the following; “Yes”; “No”; or “Not Applicable”. You can also retrieve more guidance on the question
by clicking on the @~ icon which will display the additional guidance to the question.

D Crigam fisk - 2051 Responsz x| 4+ - o x
&« C A O liveorigaminickcam fitResy v Xbig 1 NIGmP-adF Mty Friw_XZ4 5 o= B @ -
2051 Response

No ‘ Not Applcable & Add

Are all chemicals dispansed and diluted correctly using the standard wall mounted dosing systems or the relevant pelican pumps as per the Safety Ne ‘ Not Appicble & add.
Task Cards?

Is allrequired PPE available, in good condition and allocated 1o each employee where relevant? (The PPE Record of Issue should be completed and
in the smployse's file)

No ‘ ot Appicable W

Slip, Trip and Fall Hazards uckets, Brooms are all avaitable

Hawe s tsaem moambers been brieled on Sip, Trip snd Fall swareneas, using the rekevant Satecy Conversations? * s, in prticuterthe Spll Kis ot Appicable & nda

oo ~ty identified in the unit

Are colleagues wearing the correct footwear for their job role? (1 Ne ‘ Not Appicable & Add .

Equipment and matsrials ars iy availsbla o clear up spilages and colleagues aro traind on how to deal with i, trp and foll pw— # g

A st oot sgees readly avallli and used comucty? (D" yw—— # naa.

Manual Handling

Are ol team membars given basic Manusl Handling swaraness training wsing the elevant Safaty Conversations? (0 - [ F— # aag

Do all b

g tasks have a Task Specific Risk Assessment in place and have the persons required to carry out those tasks been You No ‘ Not Appicable & add

Are manual handling aids available for team members o use should they be required to assist them and is training in place for there use? (O Yes No ‘ Not Appicable & pdd

Cut Prevention

Have you provided knife safety training for all those team members who use knives? (D* ) & Yes No ‘ hot Appicable & add

Are cloar procadures in place for doaling with and clearing up broken items such as glass and crockery? (D J & Yes T No ‘ hot Apphcable & naa

H £ Type here to search

a. Creating Corrective Actions

For any response that is marked as “No”you are required to create a corrective action for the unit.
The text “Requires Corrective Action” will appear, click on this text and this will allow you to
complete your corrective actions. To do this you will click on the “+ Add” at the end of that particular
response. Then click on “Create a Corrective Action”.

slip, Trip and Fall Hazards

Manual Handling

Hava all team mermbars bean biated on Sip, Trp and Fall awarenass, using the relevant Safaty Convarsations? . [ P— # da.

Equipment and matarials ars ooy avallable o cloar up spillages and collsagues aro trained on how ta deal with sip, trip and foll hazards? (0)* [ | . [ # i

Are colleagues wearing the cormect footwear for their job role? (D e ‘ Appicable & add

Are “wet floor™ signs readily avallable and used comactly? @ [ e . [ S # g
[ ’

Ave il teom mermbers given basic Manus! Handling swareness training wsing the rleva Salety Comversations? (I [ . | Nt Agpicat * i
b {In place and have th 4 to comy out those tasks . [ F— * i
o

Ar mamhars 1 uas should they ha rauirad 1n Assiat tham and is aininn in niacs for thars 1es? (7 . T . s

This will then open up the Corrective Actions window as displayed on the next page.
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First you will need to record what corrective action you need to take relating to that particular
guestion in the Action Required box. For example, Complete the Manual Handing Safety Conversation
with all team members.

New Corrective Action

My Corrective Action Details

N

1o . 1+ ([ Compiste the Manual Handiing Safaty Canversation with afl tesm members

28042022
A [ ]

A

Daal
rain|

A

CutP|

Have you provided knife safety traiming for all those team members who use knives? (0" | & Yes No

The Unit Manager will have the ability to upload files and attachments as evidence of completion of a
corrective action one they receive the audit email notification following completion of the audit.

Mot Appicable W ndd ..

The “Due Date” is automatically populated to be 4 weeks from the date of the audit. Once you have
completed the “Action Required” box you can then click on “Save Changes”.

My Corrective Action Details

Ne

1o . 1 | Complste the Manual Handiing Safety Canversation with afl tesm members

28042022

A

Daal
rain|

A

CutP|

Have you provided knife safety training for all those team members who use knives? (D [ &

Yes No Not Applicabie #ndd ..

This will then take you back to the audit response where that particular question will now show as
“+ 1 Corrective Action” next to it.
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D Crigam fisk - 2051 Responsz x| 4+ - o x
&« C A O live.origaminickcam/Criga fitResy . y_atk V_3I604IG bYPRaXBig ” SywTa NIGmP-adF Mty Friw_XZ4 B o= B @ -
2051 Response

Are all chemicals stored correctly in the designated area on site? *

No ‘ Not Applcable & Add

Are all chemicals dispansed and diluted correctly using the standard wall mounted dosing systems o the relevant pelican pumps as per the Safsty o ‘ Mot Agpicatie & ndd

Task Cards? *

hould be completed and No ‘ ot Agplcatie & nd

Slip, Trip and Fall Hazards

Have o s merbass baen briefd on S, T and Eall swareness,using th relevant Saety Conversations? * o

[ Not Appicatie & ada
Eqquipment and mastaviols e readily available  clear up splllag s and colleagwes ore irsined on how to deal with sip, trip and fall azards? () No ‘ Not Applcable & add
Are colleagues wesring the cormect footwear for ther job role? ( N [ # add.
Are “wt floor™ s No ‘ Not Applicable & ada.

Manual Handling

Are all team mombers given basic Manual Handling awaraness training using the ralevant Safaty Conversations? (D)

Yes No ‘ Mot Appicable & ndd

Are monual handling aids available for tsam membsrs to uss should they be required 1o assist them and is wraiiing i place for thar uss? (0 - [ f— # aa
Cut Prevention

Hawe you provided knife safety training for all those team members who use knives? (D [ 4 Yes No ‘ Not Appiicable & add.

You can then carry on with the rest of the questions and repeat the above process should you need
to add any further corrective actions.

b. Adding a Positive Comment

If you responded that a question is compliant with a “YES” and you just wanted to add some positive
comments, then to do this you can just again click on the “+ Add” next to the question and then select
“Show Comment Box”

| O | B crgamifik- 2051 Resporse. x| - -° x‘

& C @ O siivesrigamiiskcom/OrigamishuditResponses T S———— ——— " . " PPANIGET-adE Wiy el JZAght N

2051 Response

Do you have a CoSHH Product Assessment and Safety Task Card available for all chemicals listed on the CoSHH Inventory? *

| o

Are all chemicals dispensed and diluted correctly using the standard wall mounted dosing systems or the relevant pelican pumps as per the Safety
Task Cards?

Mo ‘ Hot Appicable & ada.

No ‘ Nt Aggkcabie & naa

No ‘ Not Agplicable & pda

wd PPE available, in gaod condition and allocated to each employee whera relevant? (The PPE Record of Issus should be completad and

Mo ‘ Not Agpicabis & ada
ayes's file) *

Slip, Trip and Fall Hazards

Not Appicati * ndd.

Equipment and matarials are readily availabls to clear up spillages and collsagues aro trained on how to deal with slp, trip and fall hazards? (1)* Mot Agplcatie # naa.

Are colleagues wesring the corract faotwoar for their job role? (D*

Are "wet floos™ signs readily available and used comrectly? (D°

Manual Handling

& 1 Comective Action

Are all team members given basic Manual Handling awareness training using the relevant Safety Conversations? (D)* Ys

Do al high isk manwual g tasks have a Tak Spacifc Risk Assessmant i placa and have the parsons required to carry out thosa tasks besn - [ e p— Ly

trained in the control measures? *

Not Appicable L YT'R

Cut Prevention

This will then open up a box below the question where you can add in your positive comments as per
the example on the next page.

HSE/G/028/01 | Page 7 of 13
nternal



Add your comments in the white box below the question and then just move on to the next question.
You can also select “Not Applicable” if a question is not relevant to the unit, if it is “Not Applicable”
we would advise just writing a comment as to why it is not applicable.

[} Crigami Risk - 2051 Resporse. X | - o x
< C @ O nips/liveorigaminiskcom/Origami/AuditResy Bt/ 70 nLinkitemID=9408_atk F2E y § " T — . A
2051 Response

Do you have a CoSHH Praduct Assessment and Safety Task Card available for all chemicals listed on the CoSHH Inventory? * No ‘ Kot Appicable % nda.

Are all chemicals stored corectly in the designated area on site?

Ne ‘ ot Applcable & nda

Are all chemicals dispensed and diluted correctly using the standard wall mounted dosing systems or the relevant pelican pumps as per the Safety
Task Cards?

No ‘ Not Agplicable & pda

No ‘ Not Agphcable & ndd.

o, in o0d conditon and allocated 1o each employeo whara relevant? (The PPE Record of ssus should ba completed and - [ P p— & aaa

4o How o des with sk, tip and ol hazarde? O - [ [ — .

Notagplicahis # ada
All colleagues are wearing the Compass approved Wearer Tech Footwear|
Are “wet flo . w— & gha
Manual Handling
Are all team members given basic Wanual Handling swareness iraining using the relevant Safety Conversations? (0 vy & 1 Coneciive Act

Do all high risk man

andling tasks have a Task Specific Risk Assessment in place and have the persons required to carry out those tasks been “ No Not Applicable & add.
irained in the conirol measures? *

c. Completing the Quarterly HSE Record

Once you are happy you have entered all of the relevant information, responded to all the required
guestions and created the relevant corrective actions, you can then look to update the “Audit
Summary” back at the top of the auditing screen before then clicking to “Complete Response”.

D | B Croomifis- 2051 fespomse x| - o x

&« C A O liveorigaminickcam v Xbig ” 1 NIGmP-adF Mty Friw_XZ4 5 o= B @ -

¥
' COMPASS

2051 Response Save and Continfe | Complete Respanse

Quarterly HSE Record Details

Quarterty HSE Record

2051
68675 - Edinburgh Imemational |,

mpleting Quarterly  Mr Reviewsr
smpleting Quarterly  reviewer@compass-group.co.k

The Manager

manager@compass-group.co ul

Whais Unit

31032022

Food Safety [[)section Not Applicable

Hat and Cold running water is available at all sinks and hand wash basins?

No ‘ hot Appicable & nad

All Wash Hand Basins are unobstructed, fully stocked with paper hand towelsidrier, antibacterial hand soap and sink plug or mixer tap?

Na ‘ Not Applcable & ada

The structure of the premises (walls, floors, ceilings etc.] is in goo

Na ‘ Not Applcable & Add

Record easily accessible and checked regularly? *

The ighting, vemilaion and drainage are sdequote, and Hghts infood rooms ars covered? " [ Fop— # hid.

Adequate Storage Is provided for refuse both insids and outsids the catering facility and it is kept clean and tidy? *

The premises are free of pests and suitably proofed against pest access, fly screens, door bristle strips, drain covers stc. The Pest Control Service No ‘ Not Appicble & add .

No [ Wot Appicable # naa.

All glass items aro stored away fram faod preparation areas

' dealt with as por the Glass Breakage guidance? *
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Once you click on “Complete Response” that will then display the below screen, if you are definitely
sure you want to complete then click “OK” if not click “Cancel” and this will take you back to the audit.

' Origami Risk - 337 Locati... X

®a nps/ rigami/AuditResp: cess?oken=DNtMWU3CO%2Fy2330TMN2BYLLpomDAWIVSaz)dab7YuSPDIbIDFIgCncDG18Tozs B 9% € || Q Search wBa ¥ &9

Are you ready to complete this response?

—

Once you click “OK” you will then get the following screen;

R e L T rr——— - o x

&« C R o A /Qrigamifine fThankYou?colectionLnkltem|D=3408ids= 7040308 domain= AuditResponse8l_atk=tkmXyl DIFgouDkiavQbcknomSzwmHINKGICH- APIQITYBASGIMRIgCaMWRHASURK.. A T3 7= @ @ -

j
! COMFASS

Please ansu s raised are closed aut within 1 month of submiting this record
need luther suppart. please contact your HSE Sector Lead

Return to Welcome Screen 4 cich here 1o log au

At this point a number of email notifications are sent out following completion of the audit. See next
page for further details. Finally please click on the text “click here to log out”

Section 5: Quarterly HSE Record Completion Email Notifications

There are 4 email notifications that will now be sent out following the completion of an audit.

a. Reviewer Email Notification
As the reviewer you will receive an email notification thanking you for completing the audit and you
will also receive a PDF copy of the completed audit responses with the corrective actions for your
reference.

b. Unit Manager Email Notifications
The Unit Manager will receive 2 email notifications, the first will contain a PDF of the Audit and include
the overall audit score and the text that you completed in the “Audit Summary” box on the Audit
Response. See example below;
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g Tl 8- [Ex es Audit, completed at 72489 - The 02, Audit No. 337

File Message Help @ Tell me what you want to do

Bignore < S = Meeting wel Bookings To Manager es~ = I o} A
2 mail Done !
Mark w sl Read

iF - =
Reply & Delete  J Create New * % Tl | sy 2 <5 > A

elete Archive  Reply Reply Forward
All £ More -

oeete Quick step w ’ s Editing Speech
[Ext] Food Services Audit, completed at 72489 — The 02, Audit No. 337

Reply All Forward

Fi 17/01/202

Dear Kerry Chapman,
Please see attached a copy of your recent audit conducted on 17/01/2020.
Your Overall Audit Score was 613.00.

Below is a summary of the audit;

The site i very well run and the team have a good understanding of the systems. There were a couple of out of date items and some updates required on the Allergen information and training. | am confident the team will be able to close out the
corrective actions within the 1 month timeframe.

You will receive a separate email with a Grant Access Link to allow you to close out any corrective actions raised during this audit.
Kind Regards,

David Crowe

The second email will contain the Grant Access Link that will allow the Unit Manager to go back into
the audit and close out their Corrective Actions and Upload any evidence that was requested directly
to the AIR3 System. See example below;

g A [Ext] Comec ose o ood Senvices Audit, comple! 489 - The O2, Audit No. 337 - Message (HTML
File Message Help Q Tell me what you want to do

igore I ] M X FiMeeting  [I1ra kings > To Manager 3 Rules - O

2 Team Email Done EARelated -
egorize Follow  Translate

Unread - Up~ - Select-

g Delete Archi y by Forw Mo
Q junk~  Delete Archive A Mo~ Reply & Delete  # Create New s s [ Actions =

Quick steps v Move Tags (] Editing

[Ext] Corrective Action Close out for Food Services Audit, completed at 72489 — The O2, Audit No. 337

Reply All
amirisk.com eply

Dear Kerry Chapman,
Following on from your recent audit conducted on 17/01/2020.
You are now required to review the Corrective Actions and Close these out by clicking on the Grant Access Link below;

https://li igamirisk.com/Origami/ExternalAs t 0%2fy23a0TMn2BYLLpomD4WrV5azldab7YuSPDIb1DFIgCncDG18T6zSeOvifvidal WW2C 190msh2U%2fYNSsS5CploplQ¥%3d

If you have any questions on this or are unsure how to close out the corrective actions, please ask your sector HSE Manager for support.
Kind Regards,

David Crowe

Section 6: Reminder Notifications if Corrective Actions are not closed
as complete

The AIR3 system has automatic reminder email notifications built in to ensure that the Unit Manger
completed the Corrective Actions within the 4-week due date.

The first reminder will be sent to the Unit Manager 3 weeks following the audit date if any of the
Corrective Actions are not closed as complete.

Then a second reminder will go out a week later (4 weeks after the audit date), however this time it
will go to the Above Unit Manager (RM/ OD/ BD) asking them to contact the Unit Manager to ensure
the Corrective Actions are closed out.
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Section 7: How a Unit Closes out the Corrective Actions

To begin to close out the Corrective Actions raised within an audit the Unit Manager should use the
Grant Access Link in the email notification received following the completion of the audit at their Unit.
By clicking on the link it will take them into the Audit Response Screen where they can scroll down to
the Corrective Actions section as per below;

L wx ¢ |[Q search wBa $ A O =

Complete Response (LR

@ @  hitpsy/live.origamiriskcom/Origami/AuditResponses/Access2t

337 Location: The O2 Response

Location* 72489 - The 02 Q
Date Completed * 0111712020 =
RM/ OD/ BD Email Address *  david.crowe@levy.co.uk
Number of Employees * 1-50 v
HSE Manager * David Crowe - Levy - Confex/L v
Corrective Actions - ve Action
Question Aale Action Required Status T TeaVe helon
Category Type
Al foods are vathn ther Use By or Best Before shel ife Food Safety  Two cartons of mik were found to be past thex use by date of 16/01/2020. Please ensure they are discarded and that all persons are retrained New  Minor
on the Sheff Life Safety Conversation from the Food Safety Management System. As evidence please provide copies of the training sign off. Non-Conformance
ate  Food Safety Allergen reports have not been updated in the last 3 montns, these shouid be reviewed daily and reprinted at least monthly where food ftems ~ New  Minor
nt do not differ. As evidence of compliance please email a copy of the revised reports for the Burger and Chips Menu fem Non-Conformance
allergen trairing Food Safety  Allergen training not completed with the temporary team on sie in Kiosk 2 today. Ensure this training is completed and provide evidence of ~ New  Minor

sign off. Non-Conformance

Workplace ~ There are two stick blenders in the kitchen that have not been PAT testing and are not on the PAT register, as evidence of compliance, please  New  Minor
Non-Conformance

Safety provide a copy of these with the test results
Files and Attachments # Upload File
Filename Description Folder Entry Date
SAFETY 01/17/2020 12.54 PM

) ¥ Abstract paf

Food Safety Questions

From the above screen they can begin to close out the Corrective Actions by clicking on the Orange
Question text for each Corrective Action which will open up the following screen;

DNIMWU3CO%2Fy23a0TMN2BYLLpomDAWIVSazIdab7VuSPDIbIDFIgCncDG18T6 B 9% €@ || Q Search wB $ A9 =

@ @  hups//live origamirisk.com/Origami/AuditResponses/Access?token=DNIMWL3C

Corrective Action for: All foods are within their Use By or Best Before shelf life

Corrective Action Details
Corrective Action | Minor Non-Conformance [V
Type *
Status * Complete vl
Action Required*  Two cartons of milk were found to be past their use by date of 16/0172020. Please ensure they are discarded and
that all persons are retrained on the Sheif Life Safety C tion from the Food Safety System.
As evidence please provide copies of the training sign off

L=

Items were discarded at the bme of the audit and the training has been completed by all team members on
17/01/2020. A copy of the training record has been uploaded to the fles fist

Due Date 021472020
Complete Date 011712020

In the above screen, they can then review the Action Required and then complete what action they
have taken in the “Action Taken” box. They should also change the Status of the corrective action to
“Complete” and record the “Completion Date” at the bottom. Once this is all completed, they can click
on “Save Changes”.

This will show the Corrective Action is now complete and then the Unit Manager will have the option
to “Upload File” if there is specific documentary or photographic evidence required.
Please see screen shot on next page and instructions on uploading files.
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@@ hps igamir Origami/A cess?to TM2BYLLpomD4Wr

he O2 Response

Location* 72489 - The 02 Q
Date Completed ™ 011772020 =]
RM/ OD/ BD Email Address*  david.crowe@levy.co.uk
Number of Employees * 11-50 v|
HSE Manager* David Crowe - Levy - Confextv |
Corrective Actions
Audit
Question Action Required Status
Category
All foods are within ther Use By or Best Before shelf ife Food Safety  Two cartons of milk were found to be past their use by date of 16/01/2020. Please ensure they are discarded and that all persons are Complete Minor
retrained on the Sheif Life Safety Cq iion from the Food Safety System. As evidence please provide copies of the training Non-Conformance
sign off
are printed and avalable for customers 1o easiy retneve, and contain accurale  Food Safety  Allergen reports have not been updated in the last 3 months, these should be reviewed daily and reprinted at least monthly where food tems  New Minor
allergen information regarding all menu tems. Customer allergen notice is displayed in the unit do not differ. As evidence of compliance please email a copy of the revised reports for the Burger and Chips Menu tem. Non-Conformance
Permanent and temporary agency employees have received appropnate allergen training Food Safety  Allergen training not completed with the temporary team on site in Kiosk 2 today. Ensure this training is completed and provide evidence of  New Minor
sign off Non-Conformance
Partable electrical equipment has been PAT tested Workplace  There are two stick blenders in the kitchen that have not been PAT testing and are not on the PAT register, as evidence of compliance, New Minor
Safety please provide a copy of these with the test results. Non-Conformance
Files and Attachments ® Upioad File
Fi Folder Entry Date
J=) & Abstract pdf SAFETY 01/17/2020 12:54 PM

a. Uploading Files as Evidence

From the above screen the Unit Manager will click on the “+ Upload File” and this will take them to
the Upload New File screen as per below, where they can Browse for the selected file on their
computer.
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Upload New File | Upload Muttpe Files | Save (3

File® Browse..  No fle selected

Attached To 337 Location The O2 Response

Foider ]
Description

=y

Once the have located the relevant file, they will then select the “Safety Folder” from the drop down
and then put a relevant description as to what the file is in relation the corrective action, finally the
can click on “Save”.
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Upload New File

File* Browse... Example PAT Test Register pdf
Attached To 337 Location: The O2 Response

Folder SAFETY - Safety Files and Attachments
Description PAT testing certficates|
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The files will then show in the Files and Attachments section below the Corrective Actions. If you need
to upload more files and attachments that can be done by repeating the process. There is also the
ability to upload multiple files at one time by clicking on the “Upload Multiple Files” button on the top
right when you have selected to Upload New File.

Origamii Risk - 337 Locat

L owx & |[Q search wBE ¥ A9

Complete Response Elg

8  hitpsy/live.origamirisk com/Origami/Au

he O2 Response
Location* 72489 - The 02 Q
Date Completed * 011772020 8
RW/ OD/ BD Email Address*  david.crowe@levy.co.uk
Number of Employees * 1-50 v|
HSE Manager David Crowe - Levy - Confexflv |
Corrective Actions

Corrective Action

Audit
Action Required Status
Category
Before shel e Food Safety  Two cartons of milk were found to be past their use by date of 16/01/2020. Please ensure they are discarded and that al persons are Complete Minor
retrained on the Shef Life Safety Conversation from the Food Safety Management System. As evidence please provide copies of the training Non-Conformance
sign off
ain accurale Food Safety  Allergen reports have ot been updated in the last 3 months, these should be reviewed dally and reprinted at least monthly where food tems  New  Minor
e the unt do not difer. As evidence of compliance please email a copy of the revised reports for the Burger and Chips Menu kem Non-Conformance
Permanent and temporary agency employees has ppropriate allergen training Food Safety Allergen training ot completed with the temporary team on site in Kiosk 2 today. Ensure this training is completed and provide evidence of  New  Minor
sign off Non-Conformance
Pontable electrical equipment has been PAT tested Workplace  There are two stick blenders in the kitchen that have not been PAT testing and are not on the PAT register, as evidence of compliance, New  Minor
Safety please provide a copy of these with the test resuts Non-Conformance

* Upload Fil

Files and Attachments

Description Folder Entry Date
SAFETY 01/17/2020 12:54 PM
Revised Allergen Report for Burger and Chips SAFETY 01/17/2020 1:05 PM

Once the Unit Manager has completed all the Correcitve Actions and the Status for each is showing
as “Complete” they can then click on “Save Draft”, they should NEVER click on “Complete
Response” as this will resend all the email notifications.
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@ @  httpsy/live.origamirisk com/Origami/AuditRespo

337 Location: The O2 Response

Location * 72489 - The 02 Q
Date Completed * 01/17/2020 &
RN/ OD/ BD Email Address *  dawd crowe@levy.co.uk
Number of Employees * 1150 ¥
HSE Manager * David Crowe - Levy - ConfextL v |
Corrective Actions ew Corrective Action

Cc rrective Action

Action Required

Allfoods are within their Use By or Best Before shelf ife Food Safety  Two cartons of milk were found to be past their use by date of 16/01/2020. Please ensure they are discarded and that all persons are Complete Mifor
retrained on the She'f Life Safety Conversation from the Food Safety Management System. As evidence please provide copies of the traing Ne-Conformance
sign off.

Allergen reponts are printed and av Food Safety  Allergen reports have not been updated in the last 3 months, these should be reviewed daily and reprinted at least monthly where food itfms  Complete Midor

allergen information re all . do nat differ. As evidence of compliance please email a copy of the revised reports for the Burger and Chips Menu kem - Conformance

Permanent and temporary agency employees have re vraining Food Safety Allergen training not completed with the temporary team on site in Kiosk 2 today. Ensure this training is compleled and provide evidencelpf  Complete Mifor
sign off. gh-Conformance

Portable electrical equipment has been PAT tested Workplace  There are two stick blenders in the kitchen that have not been PAT testing and are not on the PAT register, as evidence of compliance, Complete Mifor

Safety please provide a copy of these with the test results h-Conformance

Files and Attachments # Upload File

Filename Description Folder Entry Date

SAFETY 01/17/2020 12.64 PM
SAFETY 01172020 1:15 PM

This will then display the below screen to confirm that they have saved the Corrective Action close
out and that it now completed.

Origami Risk - Good Bye
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Good Bye

n Save Successiul

You have been logged out of the system.
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