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1.0 Introduction

This document is designed to give you a step by step guide to planning your event to ensure it is run safely. The guide is designed to give you information on things that you should consider when planning and running an event. 

Safety is of the highest importance at events as we are dealing with a huge up scaling of services, equipment and workforce. It is important to take all reasonable precautions in the planning stage to ensure no incidents occur - pre, during and post event.
The information within this guide will help you to plan your event safely and give you direction on what systems and records you should have in place to control the safety of both our employees and that of the general public.
2.0 Operational Structure

The very first thing you need to do is create an operational structure for the event. This will begin with an Event Manager, who will be responsible for the overseeing and managing of the event and liaising with the client. He may then appoint further responsible persons with key duties such as Head Chef, Logistics. Positions may vary dependant on the nature and size of the event. However it is important that all persons appointed are briefed in the scope of the event and the nature of their responsibilities. The Event Manager should also engage the HSE team at this stage. The HSE team can offer advice and assistance with the planning of the event and arrange pre event inspections and HSE cover during the event itself.

NOTE: Once this Operational Structure is completed it should be made available to all involved and a copy inserted into the relevant section of the managers HSE Event Pack for use at the Event.

3.0 Client Communication

The next step in event planning should be to consult with the client on details of the event and what they have in place already with regards to their own event plan, this may be very helpful and provide a lot of the information you require to put our event procedures into place, for example access and egress to site, emergency procedures, and operational contacts and site plans. 

4.0 Licensing

You will also need to ensure that all the relevant licenses have been arranged and the local authority has been informed of the event. Licenses that may be required are as follows: 

· Premises Licences (for sale of alcohol) 

· This Premises License also requires a DPS (designated premises supervisor) who must hold a Personal Licence

· Personal Licences (for sale of alcohol)

· Public Entertainments License

Further information can be received from your local licensing authority, dependant on what the event is and what activities you will be carrying out.
5.0 Site Plans

It is important to have a plan of the site we will be operating on and also internal plans of any temporary structures we will be operating in such as marquees. This will be vital when it comes to ordering and installing equipment required for the event. The local authority may request copies of plans to be sent to them 28 days prior to the commencement of the event.

NOTE:  A copy of the overall site plan should be put into the relevant section of the managers HSE Event Pack for use at the event.

6.0 Build Up and Break down

The build up and break down of an event can on most occasions be one of the most dangerous stages as the site is effectively a construction site if marquees are being erected. 

It is important that communication is received from the client on strategies for this stage, to include access and egress from site, traffic routes, restricted areas any personal protective equipment required whilst on site such as hard hats, high viz jackets, safety boots. No one should be allowed on site without a briefing as to what the hazards and safety precautions are. The same rules apply to the break down of the event site after the event is finished.

7.0 Temporary Structures

Marquees form a large part of outdoor event sites and bring with them their own hazards and risks. All marquees should be erected by competent persons and a reputable marquee company. In the majority of cases the client will be responsible for appointing the marquee company, however this does not relinquish the responsibility we have to our employees to ensure that the marquee is safe and fit for purpose before our employees and sub contractors engage in any work activities within. The marquee company should provide the client with a completion certificate to say it has been checked and meets the standards required. This certificate should also give information to confirm that the materials used are flame resistant. 

NOTE: A copy of the certificate should be requested from the client and filed in the event manager’s office in a folder marked inspection certificates. Additional certificates will be added to this folder of which will be mentioned later in this guide.
8.0 Utilities – Gas, Electric, Water, Drainage

With temporary structures we will generally have to bring in temporary power sources, LPG or Electrical Generators. There are generally ground water sources available at most sites and drainage is normally available also. Electrics, Water and drainage are normally the client responsibility but confirmation of this should be agreed at an early stage. LPG can be client responsibilities but usually fall under our remit. Again this should be agreed at an early stage in the planning. Were we are responsible for the LPG installations we should appoint a competent person to carry this out. They must be a GAS SAFE registered Gas Installer and they must test and certify the installation prior to use. 

NOTE: Copies of Gas certificates should be kept in the Event Manager’s office.

LPG cylinders should be kept in a caged or secure area preferably hidden from public view to reduce the risk of interference. The LPG storage area should be signed with appropriate signage to notify persons of the hazard, risk and that there should not smoke or use naked flames in this area. Your Gas Installer or LPG provider should be able to provide these signs. Otherwise copies can be obtained from your HSE manager. 

Electric is normally supplied using generators unless there are fixed power sources on site. If generators are to be used it is recommended that you discuss the types of generators that are to be sourced, some can be quite noisy and in sites located close to urban areas this may pose a noise problem particularly if generators need to be left on overnight. The generator should come with a dbA rating this is the decibel level produced by the generator in operation. The lower the rating the quieter it will be. Generally below an 85dbA would be preferred. It is important to ensure that the generators will not be turned off during the evening of events as this will spoil food stock we have stored in fridges and freezers on site. Temperature monitoring is crucial on events as there can be problems with equipment and power supplies. All electrical installations should be protected by an RCD (residual current device) and ensure there are no trailing cables across

NOTE: Copies of Electrical installation inspection certificates should be received from the client for areas our employees are working in. Again these should be kept in the file marked Inspection Certificates.

Catering areas will need to have some way of heating the water to provide hot water at sinks, particularly for effective hand washing, including hand soap and paper towels. This will be done by installing a water heater. This will generally be gas powered and will be installed by your Gas Engineer.

Drainage will be organised by the client, however it is important that they have made provisions for ensure drainage is maintained and works efficiently, the last thing we want is drains being blocked or backing up particularly in catering areas and on a warm summers day. The methods of this should be discussed at the earliest stage with the client, also emergency contact procedures and what do if a problem occurs.

Water and drainage facilities should also take into account toilets. There should be separate toilets for use solely by catering employees. They should not be shared with the public. Again these will need hot and cold running water, hand soap and paper towels.

9.0 Risk Assessment

Health and safety legislation requires every employer to carry out a suitable and sufficient assessment of the risks to the health and safety of employees to which they are exposed at work and the risks to other people who may be affected by their work activities. 

There will be some pre-event risk assessments that are required. These generally being, COSHH, Fire Safety, First Aid, Floor Safety, Manual Handling, Driving, Pre Event Assessment. Copies of which are available in the Forms Section at the end of this guide. You should always consult with your HSE Manager if you are unsure on any aspects of the risk assessment process.

9.1 COSHH

Regulations relating to the Control of Substances Hazardous to Health (COSHH) require employers to prevent the exposure of their employees to substances hazardous to health, if it is reasonably practicable to do so. 

The Company has worked with its nominated cleaning product suppliers to establish the most appropriate cleaning products for specific cleaning tasks. Safety has been a factor in this selection process to ensure that the least hazardous products are available. 

However, in commercial situations, some products do have to contain hazardous substances to be particularly efficient in cleaning processes.

Where use cannot be avoided by elimination or by substitution with a non-hazardous product, then assessments have to be undertaken to control the associated risks.

Control measures will include: 

· Informing employees of the hazards and associated risks to which they are exposed

· Training employees in the proper storage, handling and use of hazardous substances and emergency procedures to be followed

· Wearing appropriate personal protective equipment and training employees how to wear it correctly and how to take care of it

Employees, as well as employers, have responsibilities under the regulations. They must co-operate with the policy / instructions given to reduce the risks from hazardous substances, and act sensibly, using equipment properly, in order to protect themselves and others.

There are three documents which need to be completed as part of the COSHH assessment. 

1. COSHH Inventory (copy of which can be found in the Forms section of this manual)

2. COSHH Product assessment for each product used, this is available from the Compass HSE website.

3. Task Card for each product used, also available on the HSE website.

NB For any non-Ecolab products, in addition to the above documents, Material Safety Data Sheet (MSDS) for each product used should also be available, this is available from the chemical supplier.

9.2 Fire Safety

Fire is the most serious hazard that can occur in any workplace. Fire and smoke inside buildings kills people. Particularly at event sites where there is the use of LPG, it is important to be extra vigilant.

It is a legal requirement to assess the risks from fire and to establish fire precautions and management control measures that effectively reduce the risk of fire.

The Fire Safety Risk Assessment must be completed for all sites or parts of premises under Chartwells control, regardless of whether or not they are under the main control of Chartwells or the Client, Landlord, Managing Agent or others who have overall responsibility for the fire safety arrangements of the premises.

The form can be found in the Forms Section of this guide. One should be completed for each area.

Once the Fire Safety Risk Assessment is completed ensure that any significant fire risks are eliminated or reduced as far as is practicable by implementing the improvements and actions noted on the assessment. This may mean involving the Client or other responsible persons as appropriate.
Any significant findings should be communicated to all employees (this can be incorporated in the Safety Briefing under the hazards section) and where applicable other occupiers of the premises.
Details of the Fire Evacuation Procedures; how to raise the alarm, evacuation routes and assembly points should be completed on the Fire Action Notice in the HSE Event Manual, and copies of these notices should be put up in all catering areas if not already done so by the client.

Portable Fire Fighting Equipment (FFE)

Portable Fire Fighting Equipment should be provided near to fire exits and in areas of special risk, e.g. near to deep fat fryers, storage facilities for flammable materials etc.

FFE should only be used to extinguish small fires by people who have been trained to use them, AND only if it is safe to do so without putting themselves in danger

The choice of FFE should be determined by the types of materials likely to be found in the premises and its location within the premises. A fire blanket should also be provided for use in kitchens.

Types of Portable Fire Fighting Equipment

	Class of Fire
	Type of Materials
	Suitable Types of Portable Extinguisher
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	Free burning combustible materials  

(e.g. paper, wood, fabric, furniture)
	Water 

Spray Foam 

ABC Dry Powder
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	Flammable liquids 

(e.g. oils, spirits, petrol)
	Spray Foam

ABC or BC Dry Powder

CO2 Gas

	[image: image4.png]



	Flammable gasses 

(e.g. Propane, Butane, Natural Gas)
	ABC or BC Dry Powder
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	Cooking Oils & Fats
	Wet Chemical
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	Electrical appliances and equipment, electrical installations and switchgear
	ABC or BC Dry Powder, CO2 Gas


9.3 First Aid
First-aid can save lives and prevent minor injuries becoming major ones. 

First-aid at work covers the arrangements that need to be made to ensure this happens, that is, the initial management of any injury or illness suffered at work, although the cause does not have to be work related.  It does not include giving tablets or medicines to treat illness.  

It must be remembered that it is only first-aid that is being administered and not medical treatment.  Any injuries beyond minimal first-aid care must be referred to a doctor or hospital.  If no one is trained, assistance MUST be sought.
Health and safety legislation relating to First-aid requires every employer to make adequate first-aid provision for their employees.  

In order to comply with the requirements of the regulations, employers must assess their own needs taking into account, not only the number of employees, but also the hazards in their workplace. The Approved Code of Practice and Guidance to the regulations gives information on what is adequate and depends on a number of relevant factors including: 

· The number of employees

· The nature of the undertaking (i.e. low, medium or high risk)

· The size of the site and the distribution of employees

· The location of the site and the locations to which employees go in the course of their work
In order to comply with the above requirement, a First-aid Needs Assessment must be completed.

This assessment is available in the forms section of this guide. One should be completed for the entire site.

At all events there will be on site first aide normally via the client, however by carrying out the First Aid Needs Assessment this will help you to establish and agree if our employees can use these facilities. Otherwise we may need to appoint a number of First Aiders within our teams.

Consideration should be given to pre and post event with regards to first aid cover.

Trained First-aiders / Appointed Persons

A "First-aider" is defined as a person who has attended an approved course and is in possession of a valid certificate of competence in “Emergency First-Aid at Work” (EFAW) or “First-Aid at Work” (FAW), issued by an organisation whose training and qualifications are approved by the Enforcing Authorities. 
The certificate is valid for three years and is renewable by attending a refresher training course before the end of the 3 year certification period. 
It is also strongly recommended by the Health and Safety Executive that trained first aiders (EFAW and FAW) undertake annual refresher training in order to maintain their basic skills and keep up to date with any changes to first-aid procedures. 
Where a First-Aid Needs Assessment identifies that a first-aider is not necessary, the minimum requirement on an employer is to appoint an "Appointed Person", who is defined as the person to take charge of the first-aid arrangements, including looking after the equipment and facilities and calling the emergency services when required.

Emergency First-Aid at Work:

On completion of training in EFAW, successful candidates should be able to:

· Understand the role of a first aider including; 

· The importance of preventing cross-infection 

· Use of the available equipment 

· The need for recording incidents 

· Assess the situation and circumstances in order to act safely, promptly & effectively in an emergency 

· Administer first-aid to a casualty who is unconscious (including seizure) 

· Administer cardiopulmonary resuscitation 

· Administer first-aid to a casualty who is choking 

· Administer first-aid to a casualty who is wounded or bleeding 

· Administer first-aid to a casualty who is suffering from shock 

· Provide appropriate first-aid for minor injuries 
First-Aid at Work:

On completion of training in FAW, successful candidates should be able to:

· Provide emergency first-aid at work (see above) 

· Administer first-aid to a casualty with: 

· Injuries to bones, muscles and joints, including suspected spinal 

· Chest injuries 

· Burns and scalds 

· Eye injuries 

· Sudden poisoning 

· Anaphylactic shock 

· Recognise the presence of major illness and provide appropriate first-aid 

Guidance to First-Aid regulations, suggests the following numbers of first-aid personnel should be available at all times when people are at work.
	Degree of Hazard
	Example
	Number of people at work at one time in any location
	Suggested number of first-aid personnel

	Higher Hazard
	Light engineering and assembly work, food processing and catering kitchens, warehousing
	Fewer than 5
	At least one appointed person

	
	
	5 – 50
	At least one first-aider trained in EFAW or FAW depending on the type of injuries that might occur

	
	
	More than 50
	At least on first-aider trained in FAW for every 50 employed(or part thereof)


First Aid Facilities

The minimum level of first-aid equipment where no special risk arises in the workplace is a suitably stocked, properly identified and readily accessible first-aid container.
The minimum stock of first-aid items in the container would normally be: 

· One Guidance Card

· Twenty individually wrapped sterile adhesive waterproof dressings (assorted sizes, must be blue for food handlers /food preparation areas)

· Two sterile eye pads

· Four individually wrapped triangular bandages

· Six safety pins

· Six medium sized individually wrapped sterile undedicated wound dressings (approx. 12cm x 12 cm)

· Two large sterile individually wrapped un-medicated wound dressings (approx. 18 cm x 18 cm)

· One pair of disposable gloves

NOTE; Standard First-aid kits available from the Company nominated supplier may contain additional approved items to those listed above. Refill first-aid materials are also available.

Procedure

The Site Manager is responsible for:

· Completing the First-Aid Needs Assessment and ensuring that there are sufficient appointed persons, trained first-aiders (EFAW or FAW), first aid materials, equipment and facilities that have been identified as being necessary, are provided so that the required level of cover will be available to employees at all relevant times. 

· Maintaining a record of first-aid provision. 

· Maintaining records of first-aider training, where the Company has trained personnel in EFAW or FAW. 

· Where the Client has agreed to provide first-aid cover, either under the terms and conditions of the contract or otherwise, arranging for this agreement to be in writing with a copy being retained by both Client and event manager. 

· Regardless of any Client provision, where the First-Aid Needs Assessment identifies that a First-aider is not necessary, the minimum requirement is to appoint a person to take charge of first-aid arrangements, (the Appointed Person), including looking after the equipment and facilities and calling the emergency services when required. 

· Ensuring that ALL EMPLOYEES, including TEMPORARY and AGENCY EMPLOYEES, are informed of the arrangements that have been made in connection with the provision of first-aid. This must include the location of equipment, facilities and personnel and how to summon first-aid assistance. The Event Health and Safety Poster contains a section that can be filled in with the site specific information.

9.4 Floor Safety

The greatest number of accidents recorded each year by the Company involve slips, trips and falls and they result in many minor and some very serious injuries to both employees and customers.

To help you to assess the risks of such accidents and identify remedial action, the Floor Safety Risk Assessment checklist should be completed by all units. It is Company Policy to provide employees with personal protective equipment, which should include safety footwear where this is deemed necessary, on the basis of a suitable and sufficient risk assessment. The provision of PPE must always be considered as the “last resort” to protect against risks to health and safety - after other controls have been considered first.
The instructions for completion are on the assessment form. The form can be found in the Forms Section of this guide. One should be completed for each area.

9.5 Manual Handling

Manual handling is the transporting or supporting of loads (lifting up, putting down, pushing, and pulling, carrying or moving) by hand or by bodily force.
More than a third of all reported “over three day injuries” are caused by manual handling. Manual handling injuries often build up over a period of time rather than being caused by a single handling incident.
Health and safety legislation requires the Company to:

· Avoid the need for hazardous manual handling, as far as reasonably practicable

· Assess the risk of injury from any hazardous manual handling that cannot be avoided

· Reduce the risk from hazardous manual handling, as far as reasonably practicable

The normal operations that form part of all Company business will involve a wide variety of manual handling tasks, the majority of which will present a low risk of injury and do not need further assessment, providing that employees follow the simple guidance in HSE Event Manual on Manual Handling.

The regulations say that trivial risks can be ignored. What is important is that significant risks of injury are identified and measures taken to remove or reduce the risks.

The General Manual Handling Risk Assessment must be completed and where High Risks are identified take remedial actions to eliminate the need for the manual handling task or to reduce the risk to the lowest practicable level. 

The General Manual Handling Risk Assessment is used to list all the significant manual handling tasks being carried out in the work location and to identify whether the tasks are considered to be Low Risk or High Risk manual handling activities.

Where manual handling tasks are considered to be High Risk or where the manual handling tasks fall outside the general guidelines in this section of the Health and Safety Manual, a Task Specific Manual Handling Risk Assessment must be completed.
Both assessments are located in the Forms Section of this guide.

If you require further guidance on Manual Handling please contact your HSE Manager.
9.6 Driving

In some cases our employees will be required to drive vehicles whilst carrying out some of their duties at an event. This does not include travelling to and from an event to their home or accommodation. 

The Driving Whilst on Company Business Risk Assessment addresses the following important issues:

· Driver fatigue

· Use of mobile phones and satellite navigation equipment

· Protection from postural problems arising from prolonged periods in the driving seat

· Manual handling of items, i.e. from the car boot

· Safety procedures in the case of breakdown 

· Vehicle security

· Progressive driver training
All drivers on Company business must follow the road traffic rules and regulations and drive in accordance with prevailing road and weather conditions.

The risk assessment is located in the Forms Section of this guide and one should be completed for each individual as required.

A daily check should also be made of vehicles by the driver. The Daily Vehicle Check form should be used to record the details of this check. Available in the Forms Section.

9.7 Young Persons

In general the company does not employ children (under the statutory school leaving age). The company can employ young persons (under 18) but must carryout a site risk assessment in order to ensure that any risks to those young persons are identified and addressed. Any employee under the age of 18 will also be given a Young Persons Individual Assessment Record. This should be taken to their work area and completed by the manager. 
9.8 Noise

Some events can be ‘noisy’, be it from the consumers or the generators we use for our power.  Employees may also be exposed to continuous amplified noise from music systems. The Control of Noise at Work Regulations requires employers to prevent or reduce risks to health and safety from exposure to noise at work. 

Employees have duties under the Regulations too. If you feel there is an issue with noise in your working environment then you should inform your manager. 

A good test to decide if there may be a noise issue is as follows;

Stand approximately 2 metres apart from a colleague and try to have a conversation, if you need to raise your voice to make yourself heard or have difficulty hearing the whole conversation then you may have a noise issue
The regulations set out action values, which state what actions you must take when the noise reaches a certain level. These can be seen as follows:
	Action level
	Action value
	Action to be taken

	Below Lower Exposure Action Value
	Daily or weekly exposure less than

 80 dB(A)

Peak sound pressure less than 135 dB(C)
	· Record the findings of the assessment and inform employees of the level of risk

· Consider low cost noise reduction measures

	Lower Exposure Action Values
	Daily or weekly exposure of 80 dB(A)

Peak sound pressure of 135 dB(C)


	· Record the findings of the assessment and inform employees of the level of risk

· Ensure suitable hearing protection is available and inform employees 

· Provide hearing protection to staff who ask for it

· Consider noise control measures

	Upper Exposure Action Values
	Daily or weekly exposure of 85 dB(A)

Peak sound pressure of 137 dB(C)


	· Record the findings of the assessment and inform employees of the level of risk

· Prepare an Action Plan, i.e. a programme of noise control measures, including dealing with immediate risks. 

· Identify hearing protection zones, i.e. where the use of hearing protection is compulsory, and mark the zones with appropriate signs

· Provide suitable hearing protection and ensure employees wear them when noise exposure exceeds the Upper Exposure Value

· Provide employees with training and information on how to use and care for hearing protectors

· Ensure that hearing protectors are properly used and maintained

· Provide health surveillance (hearing checks) if required

	Maximum Exposure Values
	Daily or weekly exposure above 

87 dB(A)

Peak sound pressure above 140 dB(C)


	As in Upper Exposure Action Values above; and

· Take all necessary actions to ensure employees are not exposed to noise exposure above these levels

· Provide health surveillance (hearing checks) and to anyone who has been regularly exposed to noise above these levels




If you feel there may be a noise issue then please consult your HSE Manager immediately.

All Risk Assessments once completed should be filed in a Pre Event Risk Assessment file. Any actions arising from these assessments should be completed prior to the commencement of the event and any significant hazards communicated to all those who may be affected.
9.9. Violence at Work
Within the workplace there is a potential risk of violent situations occurring from either, customers, colleagues or other third party influences consequently the Violence at Work Risk Assessment should be completed by all Event Managers. 
Work related violence can be described as "Any incident in which a person is abused, threatened or assaulted in circumstances relating to their work". 
Physical attacks are obviously dangerous, can cause pain, disability and even death 

The situations to consider include: 

· Theft in the workplace including armed robbery 

· Physical attack whilst carrying money outside 

· Unprovoked attack as a result of drug, alcohol or mental illness influences 

· Serious verbal abuse from customers or colleagues. 

All applicable employees must be trained in Client or Site specific safe systems of work.
 
Any preventative actions or control measures must be suitable and sufficient and easily implemented and understood by all those involved. 
Unit Managers are responsible for: 

· Liaising with the Client to ensure that any controls and assessments made are in accordance with those generated by the host.

· Completing the Violence at Work Risk Assessment and implementing the Safe Systems of Work generated by the assessment. 

10.0 Safe Systems of Work

To ensure all tasks and activities are carried out properly and equipment is used safely, it is important to follow a safe system of work. You will need to identify the tasks and equipment you are using within the site; once you have done this you can compile your safe system of work pack. To begin with use the Risk Assessment Packs on the Compass HSE Website, these have a list of the generic safe systems of work that are available, any tasks and equipment that does not have a safe system of work will need to have one completed for that specific item. The full pack along with implementation notes is available on the Compass HSE Website under Health and Safety - Risk Assessments.

Once you have completed all the relevant safe systems of work you can compile your safe systems of work pack, you will require a pack for each catering area on site. This will be used as a training aid to assist employees on the safe way to carryout each task or use particular equipment.

11.0 HACCP

It is a legal requirement that caterers have considered the risks involved in the food they produce and have ensured appropriate control measures are in place.

HACCP is a systematic preventive approach to food safety that addresses physical, chemical, and biological hazards as a means of prevention, rather than finished product inspection. It is used in the food industry to identify potential food safety hazards at Critical Control Points (CCP's) to reduce or eliminate food safety risks. The system is used at all stages of food production and preparation.
You must implement a HACCP analysis for your event.  You must identify each of the process steps relevant to the operation and ensure that the control measures and records required for each step are followed and completed. There is an action plan at the end which must be completed with any remedial actions required; these actions should be completed prior to the beginning of the event. A copy of the HACCP should be available in each kitchen area.

NB Refer to the Food Safety section on the HSE Website to download relevant documents.

12.0 Food Simulants

One of the key controls in food safety is temperature control. When monitoring Fridges a food simulant should be used. 

A refrigerator food simulant is designed to copy the temperature response of foods stored within your refrigerator. 

Measuring temperatures by probing a food simulant is considered to be the best method of temperature monitoring:
· it is quick

· it avoids the need to probe actual foods 

· it should provide the most accurate indication of the overall refrigerator performance.
Manufactured food simulants may be purchased, but you can make your own within your unit, by following the seven steps in the table below. 

Alternatively, you can use blocks of butter, margarine or lard, but clearly label the simulant ‘Temperature Monitoring – Not for Consumption’.
	Step
	Action

	1
	Order a supply of 8 fluid ounces insulpak containers with lids.

	2
	Order a supply of Temperature Monitoring labels for these pots from the authorised stationery vendor (Ref. PL/U6229). (this is not a must be is good practice, if these are not used please clearly label the simulant ‘Temperature Monitoring – Not for Consumption’

	3
	Make up a small quantity of edible food jelly. Place in the pot with the label on the lid.

	4
	Allow to cool and place a food simulant in each refrigerator.

	5
	Use for temperature checking the day after the pot has been refrigerated.

	6
	Check temperatures by piercing the lid at the appropriate day and time with the food probe.

	7
	Dispose of Jelly Pots at the end of the Event.

End of actions.


13.0 Chefs Event Pack

The Chefs Event Pack contains all the necessary records and control forms needed to ensure that the HACCP system is working correctly. It is important to ensure you have enough copies of the record forms for each kitchen area, fridge temperature, and production and service records. This pack also contains an event de-brief sheet which should be completed by the lead chef in each kitchen and returned to the Head Chef for consideration for future event planning.

14.0 Managers HSE Event Manual

The Managers HSE Event Manual has been specially developed to assist Event Management teams in the safe running of our events. The overall Compass health and safety operating standards are detailed in our main Company Health and Safety Management system (HSMS) which is located on the Compass HSE Website. This manual is a shortened version of the HSMS containing a summary of the essential information event managers will need. In addition to this manual you will need sufficient copies of the event ‘Control Forms’ to issue to all areas on the site where catering will be managed by the company.
15.0 Communication Methods

Communication is key in all working situations to ensure a smooth and safe event. When the event is up and running one of the best ways of communicating is by using radios. However there can be many radio sets and networks operating simultaneously on site. There for it is important to agree radio channels for each of the companies operating radios. Radios are used as a medium to communicate emergency situations at events and it is important that where coded messages are used these are communicated to all radio users so they understand what is meant and what action to take. 

NOTE: Ensure radio tests are carried out pre event and that coverage is available at all areas on site; please be aware temporary structures can sometimes have an impact on radio coverage. 

An alternative communication medium is the telephone or mobile phone, there for as a back up the contact numbers of the key event personnel should be made available in emergency situations. These should be added to the Organisation Structure, of which a copy will be put in the Managers Event Manual.

16.0 Incident Reporting

Reporting of incidents is important to identify what caused the incident and implement measures to ensure there is no reoccurrence of the incident. A copy of the Unit Managers Emergency Manual should be available in the Main Catering Office. This contains full details of what to do in any emergency situation. A brief instruction of what to do in the event of an accident, alleged food poisoning and alleged foreign body complaint are located in the manager’s event manual.

NOTE: The Unit Managers Emergency Manual can be found on the HSE Website site in Management Systems – Emergency Preparedness, this requires to be completed with site specific contact details.

17.0 Safety Briefings

As a large number temporary employees are used at events or where the event site is not there normal place of work, they will be unfamiliar with the surroundings. It is important to carry out a briefing to communicate the methods and procedures that will be used during the event. These briefings should cover as a minimum the following points;

· Fire and Evacuation Procedures

· First Aid and Incident Reporting

· Rules of Safety

· Essentials of Food Hygiene

· COSHH

· Hazardous Equipment

· Site Security (Access and Egress)

· Welfare Facilities

NOTE: A Safety briefing checklist is available in the HSE Briefing Pack and should be completed and made site specific prior to the commencement of the event. 

You should also download and print the A3 Food Safety Poster and the A3 Health and Safety Poster and display a copy of each in all the kitchens on site, these posters will aid as a reminder to the information in the briefing. Additional kitchen signage is available in the Temporary Kitchen Signage Pack, contact your HSE Manager for this.
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Appendices 

Pre Event Control Forms Contents 

COSHH Inventory
COSHH symbols                                                                      
Fire Safety Risk Assessment








First Aid Needs Assessment







Floor Safety Risk Assessment







General Manual Handling Assessment





Task Specific Manual Handling Assessment




Driving Whilst on Company Business Risk Assessment


Daily Vehicle Checklist









Violence at Work Risk Assessment                                          
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COMPASS GROUP UK & IRELAND



	COSHH PRODUCT INVENTORY & REVIEW SHEET - CATERING SERVICES

	
	
	
	
	
	

	Site Name:
	Site Number:
	Date of Completion: 

	Completed By:
	
	
	Signature: 

	
	
	
	
	
	

	1. Enter the site details above and the name of the person completing the form
	 

	2. Enter the supplier & product name of all Ecolab products not already listed but that are used in your unit, using the blank section

	3. Tick to confirm that a COSHH Product Assessment and a Task Card has been downloaded from the HSE Website, has been reviewed and is applicable to your unit for EVERY product

	4. You are NOT required to hold paper copies of Material Data Sheets for Ecolab Products. If they are required, they can be downloaded from: http://en-uk.ecolab.com/web/sds-search 

	5. If you MUST use products other than from Ecolab, you must add these onto the inventory, obtain a Material Safety Data Sheet from the supplier/manufacturer and contact your HSE Manager to help you to complete a COSHH Product Assessment

	6. This inventory is to be reviewed every 12 months and if new products are used, these must be added immediately

	
	
	
	
	
	

	Supplier
	Product
	COSHH Product Assessment Reviewed
	Task Card Reviewed
	MSDS Downloaded (Non-Ecolab Products only)
	Comments

	Ecolab
	Trump Hydro Sp.
	 
	 
	 
	 

	Ecolab
	Aseptopol EL75
	 
	 
	 
	 

	Ecolab
	Assert Lemon
	 
	 
	 
	 

	Ecolab
	Multi EL10
	 
	 
	 
	 

	Ecolab
	Toprinse Jet
	 
	 
	 
	 

	Ecolab
	Trump Metal Pro Sp
	 
	 
	 
	 

	Ecolab
	Solid Hero
	 
	 
	 
	 

	Ecolab
	Oasis Pro 20
	 
	 
	 
	 

	Ecolab
	Oasis Pro 16
	 
	 
	 
	 

	Ecolab
	Greaselift RTU
	 
	 
	 
	 

	Ecolab
	Freedrain
	 
	 
	 
	 

	Ecolab
	Ecobac Wipes
	 
	 
	 
	 

	Ecolab
	Epicare 5B
	 
	 
	 
	 

	Ecolab
	Into WC
	 
	 
	 
	 

	Ecolab
	Brial Top
	 
	 
	 
	 

	Ecolab
	Brial XL Fresh
	 
	 
	 
	 

	Ecolab
	Indur Top
	 
	 
	 
	 

	Ecolab
	Indur XL Fresh
	 
	 
	 
	 

	Ecolab
	Into Top
	 
	 
	 
	 

	Ecolab
	Magic Maxx
	 
	 
	 
	 

	Ecolab
	Polish Cleaner
	 
	 
	 
	 

	Ecolab
	Xense Rain
	 
	 
	 
	 

	Ecolab
	Diesin Maxx
	 
	 
	 
	 

	Ecolab
	Rilan
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 COSHH symbols
[image: image7.jpg]What do the COSHH symbols mean?
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Event Fire Risk Assessment
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[image: image8.emf]Event Name:  Kitchen Name

Person Conducting Assessment:  Job Title:  Date:

A. Identification of Fire Hazards

1. Tick (



) Smoking Naked Flames Electric / Gas / Obstructed Equipment Ventilation

opposite Cookers Grills e.g. Microwave Oven

potential  Cooking Hot Surfaces Faulty Electrical

sources of Equipment

fuel you haveArson Fryers / Oil Temporary

identified: Lighting

Other

(Specify):

2. Suggested Improvements relating

to ignition sources

3. Tick (



) Flammable Paper / Card Plastics / Rubber / Paints / Varnish / Adhesives / 

opposite Chemicals Foam White spirt / Petrol / Paraffin

potential  Wood Furniture Carpets / Curtains Flammable gases e.g. Acetylene /

sources of Camping Gas / LPG 

fuel you haveWaste/Grease Other (Specify):

identified: Accumulations

4. Suggested Improvements relating

to sources of fuel:



x

5. Are all flammable materials stored away from ignition sources?

6. Is smoking banned in the building except in designated areas?

B. Means of Fire Detection and Warning of Fire



x

7. How are the emergency services contacted at this site?

8. Please state how people are warned of a fire?

C. Means of Escape From A Fire



x

9. Except in small, single-storey premises, is an alternative means

of escape available if another becomes cut off by smoke / fire?

10.Has there been a fire drill in the last twelve months?

11.Are all fire exits clearly signed?

12.Does the building have an emergency lighting system, which is

tested at least annually?

13.Are evacuation routes/exits free from obstruction?

14.Are fire doors/evacuation routes maintained in good condition?



Significant Risks / Comments

Significant Risks / Comments

Significant Risks / Comments
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[image: image9.emf]

x

15. Identify the types of people at significant risk in case of fire :

Compass Group Employees

Client Employees/Visitors

Contractors

Delivery Personnel

Agency Staff

General Public

Disabled or People with Learning Difficulties

Elderly (over 65 years)

Sleeping Accommodation Provided

New Starters

Lone Workers

Young (under 18 years)

People working above ground level

Number of Escape Routs in Kitchen

E. Means of Fire Fighting



x

16. Are there sufficient extinguishers sited throughout the premises?

17. Are the extinguishers suitable for the fire hazards present and of

sufficient capacity?

18. Is the location of the extinguishers obvious and appropriately

marked?

19. Is a fire blanket easily accessible to the deep fat fryer?

20. Are fire extinguishers and hose reels checked annually?

F. Employee Fire Safety Training



x

21. Are all employees aware of their nearest evacuation route and

there assembly point?

22.

23. Do employees know how to operate the fire alarm?

24. Do employees know what action to take on hearing the alarm?

25. Have any employees been trained in the use of fire extinguishers?

26. Are suitable fire action notices displayed?

Signature of Assessor

IC of Kitchen

IC of Front of House



Is there a nominated Fire Warden responsible for ensuring everyone 



Significant Risks / Comments

D. Identify Risk Groups

Significant Risks / Comments

Significant Risks / Comments


	
 Ref. MAN 07



FIRST-AID NEEDS ASSESSMENT

The purpose of the first-aid needs assessment is to identify what first-aid facilities are required on site by considering the hazards that people may be exposed to and the possible injuries or ill health that may result. 

In the Part A, “Identification of Site Hazards” section, consider all of the work activities that are carried out on the site and indicate by answering either ‘Yes’ or ‘No’ in the right hand column, whether the hazard identified in the left hand column is applicable.  If there are additional site specific hazards in the workplace that are not included in the left hand column, write them in the blank spaces, record what the likely cause of an accident could be and the type of injury that may result and require first aid. 

In Part B, Working Arrangements, answer each question either yes or no, then consider the possible management actions and record them in the Action/Comments column.

In Part C, Record of First-Aid Provision, identify the numbers of appointed persons or first aiders required and what first-aid equipment is required.

In Part D, Record of First Aider Training is for you to record employee first-aid training and dates when refresher/re-qualification is required.
Review the assessment annually or sooner if there are significant changes to working arrangements.



	Site Name: 
	Unit No: 

	Assessed By: 
	Date of Assessment: 

	Date of Next Review:
	
	
	
	
	


Compass Group UK & Ireland
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	Ref. MAN 07



PART A: 
IDENTIFICATION OF SITE HAZARDS

	Hazard
	Causes of Accidents
	Examples of Injury Requiring First Aid
	Does this apply to this site

Yes/No

	Chemicals
	Exposure during handling, spillages, splashing, leaks
	Poisoning, loss of consciousness, burns, eye injuries
	

	Electricity
	Failure to securely isolate electrical systems & equipment when working on them; poorly maintained equipment; contact with overhead power lines, underground power cables or mains electricity supplies; using unsuitable equipment in explosive atmospheres
	Electric shock and burns
	

	Machinery
	Loose hair or clothing may become entangled in machinery; being hit by moving parts or material thrown from machinery; contact with sharp edges
	Crush injuries, amputations, fractures, lacerations, eye injuries
	

	Manual Handling
	Repetitive and/or heavy lifting; bending and twisting; exerting too much force; handling bulky or unstable loads; handling in uncomfortable working conditions
	Fractures, lacerations, sprains & strains
	

	Slip & Trip Hazards
	Uneven floors, trailing cables, obstructions, slippery surfaces due to spillages; worn carpets and mats
	Fractures, sprains & strains, lacerations
	

	Work at Height
	Over-reaching or over-balancing when using ladders, falling off or through a roof
	Head injury, loss of consciousness, spinal injury, fractures, sprains & strains.
	

	Workplace Transport
	Hit by, hit against or falling from a vehicle; hit by part of a load falling from a vehicle; being injured as a result of a vehicle collapse or overturn
	Crush injuries, fractures, sprains & strains
	

	Additional hazards:
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	Ref. MAN 07




PART B:
WORKING ARRANGEMENTS


	MATTERS TO CONSIDER
	YES/NO
	POSSIBLE MANAGEMENT ACTION
	ACTIONS/COMMENTS

	Are large numbers of people employed? 

How many employees are there in total?



	
	Refer to the table in the health and safety manual for guidance on the number of appointed persons or first-aiders (EFAW or FAW) required.
	

	Is there a contractual agreement for the Client to provide appointed persons and/or trained First-Aiders to attend to Company employees and/or customers?
	
	If yes, obtain written confirmation from the Client that they have an adequate number of appointed persons and/or trained first-aiders (EFAW or FAW) available during all working hours who are competent to administer first-aid for the type of injuries that are likely to occur in the Compass operation.
If no, ensure there are adequate numbers of appointed persons and/or train adequate numbers of first-aiders, (EFAW or FAW) in accordance with the guidance in the health and safety manual.
	

	Is there a contractual agreement for the Client to provide first-aid materials for Company employees/and or customers?
	
	If yes, ensure that arrangements for checking and replenishment of contents are adequate.

If no, obtain adequate first-aid materials from the nominated supplier and ensure that the contents are checked regularly and replenished as necessary.


	

	Are there any specific injuries that may occur as a result of high-risk work activities (e.g. from hazardous substances, dangerous work equipment/tools, dangerous loads) that may require special first-aid equipment and facilities or first-aiders to undertake more specialised training?
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	If yes, identify the specific injuries and ensure that suitable first-aid equipment, facilities and training is provided.

List Specific Injuries:


	

	Ref. MAN 07




PART B:
WORKING ARRANGEMENTS Cont.


	MATTERS TO CONSIDER
	YES/NO
	POSSIBLE MANAGEMENT ACTION
	ACTIONS/COMMENTS

	Are there people with special needs e.g. the elderly, inexperienced employees, children, people with disabilities, children etc?
	
	If yes, consider their special needs when deciding what first-aid provision should be made
	

	Where eye washing may be necessary, is clean potable water available?
	
	If no, provide sterile water in suitable eye wash stations and ensure that arrangements for checking and renewal of eye wash bottles is adequate.


	

	Are Company employees working in several locations on the site or on several floors within one building?


	
	If yes, ensure that adequate first aiders (EFAW or FAW) and/or first-aid materials are provided in appropriate locations.
	

	Is the unit remote from local medical, accident and emergency services?
	
	If yes and only appointed persons are available, consider training first aiders (EFAW or FAW) to cover all working hours. 
	

	Do employees work alone or travel extensively?
	
	If yes, complete the Lone Workers Risk Assessment in the health and safety manual and ensure that adequate first-aid arrangements are in place such as the provision of personal or first-aid travel kits


	

	Is there adequate first aid provision (appointed persons, EFAW or FAW) to cover absences due to sickness or holidays? 
	
	If no, ensure there are adequate numbers of appointed persons and/or train adequate numbers of first-aiders, (EFAW or FAW) in accordance with the guidance in the health and safety manual.


	

	Do members of the public (not your Client’s employees) visit your premises?
	
	There is no legal duty to provide first-aid for non-employees, but the Health and Safety Executive recommend that you include them in the assessment of first-aid needs.
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	Ref. MAN 07

PART C:
RECORD OF FIRST-AID PROVISION*



	First Aid Personnel
	REQUIRED

YES/NO
	NUMBER NEEDED

	Appointed Person
	
	

	First Aider with an Emergency First-Aid at Work Certificate
	
	

	First Aider with a First-Aid at Work Certificate
	
	

	First aider with additional training (specify)
	
	

	FIRST-AID EQUIPMENT AND FACILITIES
	REQUIRED

YES/NO
	NUMBER NEEDED

	First-Aid Container
	
	

	Additional Equipment (specify)
	
	

	Travelling First-Aid Kit
	
	

	First-Aid Room
	
	


*The minimum first-aid provision for each workplace is:

· An appointed person to take charge of the first-aid arrangements

· A suitably stocked first aid box

· Information for employees about the first-aid arrangements
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	Ref. MAN 07




PART D:
RECORD OF FIRST AIDER TRAINING



	Employee Name
	Date of 

First-Aid Certificate
	Training Provider (e.g. Red Cross)
	EFAW or FAW
	1st Annual Refresher Required By:
	2nd Annual Refresher Required By:
	3rd Year Requalification Required By:
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COMPASS GROUP UK & IRELAND - FLOOR SAFETY RISK ASSESSMENT

	Site name:


	Unit No.
	Date of assessment:

	Assessed by:


	
	Date of next review:


Purpose
A significant number of accidents recorded each year by the Company involve slips, trips and falls. They result in many minor and some very serious injuries to both employees and customers.

The purpose of this assessment is to help you to identify floor safety risks and to take preventive measures to reduce risk where necessary. It is Company Policy to provide employees with personal protective equipment (PPE) as a last resort measure’ where the risk remains high after all other preventive measures have been taken. PPE, may include safety footwear

Instructions

Part 1 of the assessment seeks to identify types of floor surfaces that are present within your site and assess their slip risk category – Low, Possible or High. Look at all floor areas in the unit and record the information in the Table on page 3 of this assessment document.
Part 2 of the assessment seeks to identify other floor safety hazards in and around the unit. Consider the factors shown in the left-hand column and complete the information requested in the shaded boxes; judge whether you consider that there is a significant hazard present and what action could be taken to reduce the risk of injury. Indicate in the right-hand column when remedial action has been completed or if there is a reason why action cannot be taken and a risk remains.
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The assessment must be signed and dated by the Site/Unit Manager and must be reviewed annually or more frequently if there are significant changes in the floor structure or condition, and following any slip, trip and fall type accident or near miss. 

SLIP RISK TABLE
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The above table is taken from the HSE document “Stop slips in kitchens – a good practice guide” 
Part 1 – Identification of Types of Floor Surfaces and Level of Slip Risk

Refer to the Slip Risk Table on page 2 above and identify the types of floor surface in your unit and their location on site. Record this information in columns 1 and 2 in the table below and show the level of slip risk for each area of floor by ticking the box in column 3 - Low, Possible or High – as you feel applies.

Then refer to ‘How to prevent slips’ in column 7 of the Slip Risk Table on page 2 above and take all the precautions shown for the applicable slip risk level for each area of floor identified in your unit.  Confirm that the slip prevention measures have been taken by writing Yes or No in column 4 below. Where a ‘No’ answer has been given record the action(s) to be taken in column 5 below. When the actions are competed, record the date in column 6.

	1
	2
	3
	4
	5
	6

	Location
	Type of floor surface
	Slip risk

(Tick applicable column)
	Slip prevention measures in place? 

Yes / No

(See column 7 in Slip risk table)
	If ‘No’ 

Action(s) to be taken 
	Date action completed

	
	
	Low
	Possible
	High
	
	
	

	e.g. Main kitchen
	Quarry tile
	
	(
	
	No
	Use a more effective floor cleaning product to remove grease on floor near fryer
	19 Oct 08
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COMPASS GROUP UK & IRELAND - FLOOR SAFETY RISK ASSESSMENT

Part 2 – Other Floor Hazards

	Hazard
	Hazard Present?

Yes / No
	Recommended Action
	Action Taken

Yes / No
	Completion date & any comments

	Uneven floor surfaces or poorly marked changes in level. Identify areas:
	
	Request in writing to Client or responsible person to remedy uneven floor area.
	
	

	
	
	If not reasonably practicable to remove change in floor level, arrange for appropriate warning signs to be displayed or hazard marking to be put in place.
	
	

	Poorly maintained floor surfaces. Identify areas:


	
	Request in writing to Client or responsible person to repair defective floor surface.
	
	

	Inadequately lit areas of the floor. Identify areas:


	
	Request in writing to Client or responsible person to improve the level of lighting.
	
	

	Areas of the floor obstructed by stored articles and equipment:

Identify areas:


	
	Review storage arrangements to remove obstructions.
	
	

	
	
	Request in writing to Client or responsible person to provide additional storage space.
	
	

	Wet/greasy floor surface due to leaking equipment. Identify items of equipment that leak:
	
	Request in writing to Client or responsible person to repair leaking equipment.
	
	

	Slippery surfaces due to having just been cleaned (by Company employees or by other persons). Identify areas:
	
	Review cleaning procedures to ensure that they are carried out at an appropriate time and floor is allowed to dry before access is permitted.
	
	

	
	
	Ensure that “Wet Floor” signs are appropriately displayed.
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	Hazard
	Hazard Present?

Yes / No
	Possible Management Action
	Action Taken

Yes / No
	Completion date & any comments

	Inherently wet/greasy floor surfaces, e.g. pot wash area. Identify where:
	
	Examine working procedures to identify if improvements can be made to reduce wetting of the floor
	
	

	
	
	Request in writing to Client or responsible person to improve the surface floor finish.
	
	

	
	
	Consider provision of with slip resistant footwear. 
	
	

	Slippery surfaces due to food debris and spillages.
	
	Improve working procedures to reduce spillages.
	
	

	
	
	Retrain employees not to overfill containers of liquids.


	
	

	
	
	Retrain employees in “clean as you go” procedures.
	
	

	
	
	Ensure that “Wet Floor” signs are appropriately displayed.
	
	

	Employee tasks mainly involve working externally in conditions of inclement weather. Identify which tasks & employees at risk:

	
	Consider provision of safety footwear with protective toecaps and slip resistant soles.


	
	

	Inappropriate footwear worn by employees when the circumstances identified above do not indicate that safety shoes should be provided. 

	
	Inform employees to provide their own footwear, which must be suitable for their working circumstances.
	
	

	Footwear worn by employees in poor condition and the sole not kept clean.


	
	Remind employees of the need to maintain footwear, particularly the soles, clean and in good condition.
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Signature: ………………………….... (Site/Unit Manager)



Date assessment completed: ….../.…../…...

COMPASS GROUP UK & IRELAND

	Ref. MAN 09
GENERAL MANUAL HANDLING RISK ASSESSMENT

	Site / Unit Name
	
	Unit No
	

	 Location being assessed
	
	Date
	

	Site / Unit Manager 
	


	1. List below the manual handling tasks associated with the work activity.

2. Using the diagram below and your judgement consider if the task involves low or high risk manual handling activities. Where the loads handled are heavier than the weights shown in the zones for women and men in the diagram, the task should be marked High risk.

3. Special consideration must be given to the personal physical capabilities of children and young persons 
4. Where you consider a task to involve High Risks*, use the detailed Task Specific Manual Handling Risk Assessment to identify significant risks and control measures.  
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	Overall Level of Manual Handling Risk (()

	MANUAL HANDLING TASKS
	Low
	High*

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	

	9. 
	
	

	10. 
	
	


	Site / Unit Manager
	
	Signature


* Guidance on manual handling risks is provided in the A to Z of Health and Safety section of the HSE website
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COMPASS GROUP UK & IRELAND

	TASK SPECIFIC MANUAL HANDLING RISK ASSESSMENT

	Name of Manager
	
	Date
	

	Site / Unit Name & Location
	
	Unit No
	

	TASK:
	

	

	Questions to consider 
	Level of Risk

(If Yes tick ‘High’

If ‘No tick ‘Low’)
	Possible Remedial Action

(Consider changing the PERSON / TASK / LOAD properties / ENVIRONMENT)

	1.  The task – does it involve:
	Low
	High
	

	Holding the loads away from the trunk
	
	
	

	Twisting
	
	
	

	Stooping
	
	
	

	Reaching upwards
	
	
	

	Large vertical movement
	
	
	

	Long carrying distances
	
	
	

	Strenuous pulling or pushing
	
	
	

	Unpredictable movement of load
	
	
	

	Repetitive handling
	
	
	

	Insufficient rest or recovery
	
	
	

	A work-rate imposed by the process
	
	
	

	2.  The load – is it:
	Low
	High
	

	Heavy
	
	
	

	Bulky/unwieldy
	
	
	

	Difficult to grasp
	
	
	

	Unstable/unpredictable/liquids that splash
	
	
	

	Intrinsically harmful (e.g. sharp, hot)
	
	
	

	3.  The working environment – is there:
	Low
	High
	

	Constraints on posture
	
	
	

	Uneven, slippery or unstable floors
	
	
	

	Variations in level
	
	
	

	Hot/cold/humid conditions
	
	
	

	Strong air movements
	
	
	

	Poor lighting conditions
	
	
	

	4.  Individual capabilities – does the job:
	Low
	High
	

	Require unusual strength, height etc.
	
	
	

	Pose a risk to those with a health problem
	
	
	

	Pose a risk to those who are pregnant
	
	
	

	Call for special information/training
	
	
	

	5.  Other factors
	Low
	High
	

	Is the movement or posture hindered by
	
	
	

	clothing or personal protective equipment?
	
	
	

	(Add:)
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	Employee Signature
	
	Date:

	Manager Signature
	
	Date:


COMPASS GROUP UK & IRELAND – HEALTH & SAFETY RISK ASSESSMENT

DRIVING WHILST ON COMPANY BUSINESS

	TO THE VEHICLE DRIVER

1. It is the Company's responsibility to ensure that every employee receives full safety information about his or her working environment. This includes any vehicle you drive whilst on Company business. 

2. The Safe Systems of Work set out in this document must be followed to ensure the safety of you and anyone else who may be affected by your driving.

3. If for any reason the Safe Systems of Work cannot be carried out, you are responsible for informing your manager without delay and for following any safety instructions given to you.
4. This risk assessment must be completed annually and at change of vehicle.

	EMPLOYEE'S NAME
	
	DATE OF BIRTH:

	WORKPLACE ADDRESS:
	
	

	
	
	

	
	
	POSTCODE:
	

	Do you hold a full Driving Licence?

YES / NO (Please attach copy)
	

	How long have you held a full Licence? 
YEARS / MONTHS
	

	Do you have any current endorsements

YES / NO - Details:


	DATE OF ASSESSMENT:

	Is there a first aid kit in the vehicle?
YES / NO (If No, provide if eligible for a Company vehicle)
	

	Is there a warning triangle in the vehicle?

YES / NO (If No, provide if eligible for a Company vehicle)
	

	Are you suffering from any medical condition that could affect driver safety?
	
YES / NO - Details:


	DRIVER SIGNATURE:


Failure to complete details truthfully may result in disciplinary action.

	TO THE DRIVER'S MANAGER

	1.

2.
	It is a requirement of the health and safety legislation to carry out risk assessments for the work activities of employees, including driving whilst on Company business. 

The purpose of this document is to enable you and/or your employees to carry out an assessment of the risks associated with driving whilst on Company business.  

	3.
	Each page has three columns - Hazard, Risk & Safe System of Work.  

	4.
	This assessment must be completed for each driver and repeated at least annually; and whenever there is a change of vehicle. 

	
	MANAGER'S NAME:
	TITLE:
	SIGNATURE:
	
	MANAGER TITLE:
	MANAGER SIGNATURE:
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	Name Of Driver:
	Risk Assessment Sheet:
	

	
	
	
	
	

	DRIVING ON COMPANY BUSINESS
	
	Date of Assessment:
	Review Date:
	

	Task/Hazard
	Safety Risk
	Safe System Of Work

	Driver incompetence / negligence


	Multiple injuries, death
	-    Driver to hold full licence. (Line Manager to check licence validity annually)

-    Ensure familiarisation with vehicle. Refer to owner’s handbook.

· Possess the Highway Code, obey the rules, speed limits and drive in a manner appropriate for weather conditions and with due regard for other road users.  

· Never drive whilst under the influence of alcohol or other drugs.

· Adopt a ‘defensive driving’ style. 

· Eating, drinking, smoking & use of hand held mobile phones can all distract attention and must not be done / used whilst driving. Stop in a safe parking area to carry out these functions.

	Poor maintenance


	Multiple injuries, death
	· Private & Company vehicles must be routinely serviced in accordance with manufacturer’s recommendations.

· All vehicles over three years old must have a valid MOT certificate of roadworthiness.

· Owner maintenance to include:

Daily checks on operation of lights, warning lights, horn, indicators, wipers, and washers.  

Weekly checks on oil, coolant, brake fluid level & tyre pressures / condition and spare wheel.  (Refer also to Company Car Policy Document)

	Driver fatigue / illness


	Multiple injuries, death
	· Plan work schedule to avoid consecutive long journeys, avoiding journeys of over 400 miles in a day.

· A minimum rest break of 15 minutes should be taken every 2 hours.

· In the event of tiredness whilst at the wheel, open windows, turn on radio and stop the vehicle at the first safe opportunity.

· Plan journeys to allow for traffic congestion and rest breaks.

· Leave arrival time as flexible as possible to reduce stress in event of delays.

-     Inform your manager if you have a health condition that may affect your driving.

	Poor driving position


	Musculoskeletal injury / whiplash
	· Check seating position before driving off:

Position yourself centrally on seat with hips level.

Adjust seat to ensure you can comfortably reach the pedals.

Adjust backrest to support lumbar region.

Ensure adequate headroom. 

Adjust head restraint so cushion is level with head (not neck!)

Adjust steering column & mirrors to suit driving position.
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	Name of Driver
	Risk Assessment Sheet:
	

	
	
	
	
	

	DRIVING ON COMPANY BUSINESS
	
	
	Dated:
	

	Task/Hazard
	Safety Risk
	Safe System Of Work

	Loading / unloading vehicle
	Lumbar strain
	· Use the proper lifting technique, especially when stooping into car boot. 

· Obtain help with heavy / awkward lifts.

	Vehicle security / passenger safety


	Theft / unprovoked attack / musculoskeletal injury
	· Ensure seatbelts are not obstructed or twisted and are adjusted to remove any slack. 

· Check that you and your passengers are wearing seat belts.

· Always place valuables in boot, even whilst driving, do not leave personal belongings on passenger seat.

· Lock doors when moving in slow traffic / urban areas.

· Ensure vehicle is locked and alarmed when unattended, even for brief moments.

· Avoid leaving anything in view and remove radio cover if possible.

· Endeavour not to park in unlit, isolated areas.

	Struck by moving vehicles
	Multiple injuries, death
	      In the event of breakdown:
· Attempt to get to safe, well-lit refuge. Park close to kerb and summon help by mobile phone or roadside emergency telephone without delay.

· Switch on hazard warning lights and place warning triangle 50 metres behind your vehicle. 

· On motorways, leave vehicle by left-hand side doors and wait on embankment. Never cross carriageways. Do not attempt even simple repairs. On a motorway, only return to your vehicle if you feel threatened by another person, locking all doors. 

      In the event of puncture:
· Only attempt to change a wheel if you know how to do this safely and never on a motorway.

· Ask passengers to leave vehicle and wait in a safe place. 

· Follow guidance in vehicle handbook and use only the equipment as supplied.

· Never place any part of your body under a jacked up vehicle.

      When routinely parking:

· Only park in appropriate areas as defined in The Highway Code.  (Accidents maybe caused by inappropriate parking)


[image: image41.png]CH\HS\G\005\03

March 2017






	
	
	Name of Driver
	Risk Assessment Sheet:
	

	
	
	
	
	

	DRIVING ON COMPANY BUSINESS
	
	
	Dated:
	

	Task/Hazard
	Safety Risk
	Safe System Of Work

	Use of mobile phone when driving


	Multiple injury, death


	      Where hands free mobile phone facility is available:

· Only use the hands free facility whilst driving when it is deemed essential.
· Use auto voice mail or message service where possible, returning calls later.
· Keep conversations short
· Do not try to write down information, ask caller to fax it to your destination.
NOTE: Hands free equipment is also likely to distract your attention from the road. It is far safer not to use any telephone whilst driving.

      Where hands free mobile phone facility is NOT available:

· Never use a hand held mobile phone whilst driving. Stop the vehicle in a safe location before making a call.

· Ensure phone is switched off whilst driving alone, or ask a passenger to answer calls for you.

· Whenever possible, use a voice mail or message service whilst driving and retrieve messages when the vehicle is stationary.

· Refer also to Company Car Policy Document

	Use of Satellite Navigation Systems (Sat Nav) 


	Multiple injury, death
	Use of a built-in Sat Nav System:
· Never program a Sat Nav system whilst driving.

· Follow the manufacturer’s safety information where provided.

Use of a portable Sat Nav System:
· Never program a Sat Nav system whilst driving.

· Follow the manufacturer’s safety information where provided.

· Position the Sat Nav display so that the driver’s vision through the windscreen is not obscured.
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	Name of Driver
	Risk Assessment Sheet:
	

	
	
	
	
	

	DRIVING ON COMPANY BUSINESS
	
	
	Dated:
	

	Task/Hazard
	Safety Risk
	Safe System Of Work

	Explosion


	Multiple injury, death
	      At filling stations

· Never use mobile phones, (or smoke) on petrol forecourts. This is a major fire risk and could cause explosive ignition of petrol vapour.

· Only use spare fuel containers that are specially designed for the purpose and have securely fitting caps/lids.

· Report any fuel spillage to the filling station staff.

      Carrying pressurized containers or canisters 

· Avoid carrying pressurized containers in hot weather conditions above 30°C, especially where they are exposed to strong sunlight.  (These can explode and cause major injuries even when inside the boot)

· Check the storage safety  information on product labels 
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COMPASS GROUP UK & IRELAND - DAILY VEHICLE CHECK

	VEHICLE:
	
	REG NO:
	
	UNIT No:
	
	EVENT:
	

	MOT CERTIFICATE EXPIRY DATE:
	
	ROAD FUND LICENCE DISC EXPIRY DATE:
	
	SERVICE FREQUENCY
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                                      Date:

Items to check
	
	
	
	
	
	
	
	
	
	
	

	
	(()
	Initial
	(()
	Initial
	(()
	Initial
	(()
	Initial
	(()
	Initial
	(()
	Initial
	(()
	Initial
	(()
	Initial
	(()
	Initial
	(()
	Initial
	

	Parking brake operation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Footbrake operation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Horn working
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Mirrors adjusted correctly
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Reversing alarm working
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Vehicle lights working
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Indicators working
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Seatbelt operation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Dashboard warning lights
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Windscreen wipers effective
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Screen wash level
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Brake fluid level
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Engine oil level
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Radiator coolant level
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Power steering fluid level
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tyre pressure (inc. Spare)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tyre tread depth (inc. Spare)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Security of couplings
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Steps and handholds
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clean exterior
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clean interior
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Vehicle ready for use
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1. Tick boxes to confirm a check has been made prior to first use each day and initial.

2. Identify where the action points are required with an “X”

3. Initial the appropriate box to identify the action has been carried out.

4. Enter comments to identify persistent or serious problems/defects and report this to management. 

5. Initial box to confirm vehicle ready for use.
	DEFECTS / COMMENTS
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COMPASS GROUP UK & IRELAND

Ref. COM 17


VIOLENCE AT WORK RISK ASSESSMENT

This violence at work risk assessment must be completed and any identified actions implemented so as to ensure that arrangements are in place to minimise risks to employees, so far as is reasonably practicable. 

Review this assessment every 12 months or sooner if there are any significant changes in the likelihood of a violent incident or changes in work arrangements and following any violence at work incident.

	Site Name:
	Unit No:
	Date of Assessment:

	Assessed by:
	
	Date of Review:

	SITUATIONS TO CONSIDER
	POSSIBLE MANAGEMENT ACTION
	ACTIONS/COMMENTS

	Targeted or opportunist theft, armed robbery or thief caught in the act during normal service within a unit that may lead to violence


	· If practicable, handle money behind locked a door

· Avoid lone working

· Provide panic buttons in rooms where handling large amounts of cash is unavoidable

· Do not offer resistance to the thief, comply with demands, hand over requested goods/money and do not give chase

· Be observant so as to be able to describe events, assailants etc in order to assist the police in apprehending the thief

· Call for assistance as soon as it is safe to do so and call the police


	

	Targeted or opportunist attack when carrying money outside the unit
	· Whenever possible, use a security collection company to collect cash

· Two people to take money from the unit

· Use a vehicle rather than going on foot

· Vary routes and times


	


Ref. COM 17

	SITUATIONS TO CONSIDER
	POSSIBLE MANAGEMENT ACTION
	ACTIONS/COMMENTS

	Unprovoked attack, possibly alcohol, drug or mental illness influenced


	· Avoid lone working

· Employees to be trained to deal with difficult customers

· Keep calm and do not provoke the person

· Comply with demands, hand over requested goods and do not offer resistance

· Provide panic buttons where unprovoked attack is possible

· Manoeuvre so that there is a barrier or locked door between employee and the attacker

· Call for assistance as soon as it is safe to do so and call the police


	

	Unprovoked attack of domestic employees or other employees working in acute mental healthcare situations or other work situations where they may be at risk of violent attack
	· Employees may need to be trained in diffusion techniques and post incident action

· Personal attack alarms may need to be carried by employees at all times. Where alarms are used, these must be tested regularly and spare batteries always held in stock

· Client organisations are responsible for the assessment of the risks presented to employees and contractors by individual patients or residents. Appropriate control measures/safe systems of work must be communicated to Company employees for implementation before entering a secure or “at risk” area. This communication process may need to occur on a daily basis as new residents or patients may present different risks.

 
	




Ref. COM 17
	SITUATIONS TO CONSIDER
	POSSIBLE MANAGEMENT ACTION
	ACTIONS/COMMENTS

	Employee taken as hostage by opportunist or as a result of a targeted attack
	· Avoid lone working

· Avoid leaving the unit alone, especially at night, e.g. to take out rubbish 

· Provide panic buttons and operate if it is safe to 

· Do not offer resistance, comply with demands as far as is possible 

· Be observant so as to be able to describe events, assailants etc in order to assist the police in apprehending the assailant

· Call for assistance as soon as it is safe/practicable to do so and call the police 


	

	Serious or persistent verbal abuse
	· Keep calm and do not provoke the person

· Employees to be trained to deal with difficult customers

· Call for assistance as soon as it is safe/practicable to do so, and if appropriate, call the police 
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		Event Name:														Kitchen Name

		Person Conducting Assessment:												Job Title:								Date:

		A. Identification of Fire Hazards

		1.		Tick (ü)		Smoking				Naked Flames				Electric / Gas /						Obstructed Equipment Ventilation

				opposite										Cookers						Grills e.g. Microwave Oven

				potential		Cooking				Hot Surfaces				Faulty Electrical

				sources of										Equipment

				fuel you have		Arson				Fryers / Oil				Temporary

				identified:										Lighting

						Other

						(Specify):

		2.		Suggested Improvements relating

				to ignition sources

		3.		Tick (ü)		Flammable				Paper / Card				Plastics / Rubber /						Paints / Varnish / Adhesives /

				opposite		Chemicals								Foam						White spirt / Petrol / Paraffin

				potential		Wood				Furniture				Carpets / Curtains						Flammable gases e.g. Acetylene /

				sources of																Camping Gas / LPG

				fuel you have		Waste/Grease				Other (Specify):

				identified:		Accumulations

		4.		Suggested Improvements relating

				to sources of fuel:

												ü		x		Significant Risks / Comments

		5.		Are all flammable materials stored away from ignition sources?

		6.		Is smoking banned in the building except in designated areas?

		B. Means of Fire Detection and Warning of Fire										ü		x		Significant Risks / Comments

		7.		How are the emergency services contacted at this site?

		8.		Please state how people are warned of a fire?

		C. Means of Escape From A Fire										ü		x		Significant Risks / Comments

		9.		Except in small, single-storey premises, is an alternative means

				of escape available if another becomes cut off by smoke / fire?

		10.		Has there been a fire drill in the last twelve months?

		11.		Are all fire exits clearly signed?

		12.		Does the building have an emergency lighting system, which is

				tested at least annually?

		13.		Are evacuation routes/exits free from obstruction?

		14.		Are fire doors/evacuation routes maintained in good condition?
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Sheet1

		

		D. Identify Risk Groups										ü		x		Significant Risks / Comments

		15.		Identify the types of people at significant risk in case of fire :

				Compass Group Employees

				Client Employees/Visitors

				Contractors

				Delivery Personnel

				Agency Staff

				General Public

				Disabled or People with Learning Difficulties

				Elderly (over 65 years)

				Sleeping Accommodation Provided

				New Starters

				Lone Workers

				Young (under 18 years)

				People working above ground level

				Number of Escape Routs in Kitchen

		E. Means of Fire Fighting										ü		x		Significant Risks / Comments

		16.		Are there sufficient extinguishers sited throughout the premises?

		17.		Are the extinguishers suitable for the fire hazards present and of

				sufficient capacity?

		18.		Is the location of the extinguishers obvious and appropriately

				marked?

		19.		Is a fire blanket easily accessible to the deep fat fryer?

		20.		Are fire extinguishers and hose reels checked annually?

		F. Employee Fire Safety Training										ü		x		Significant Risks / Comments

		21.		Are all employees aware of their nearest evacuation route and

				there assembly point?

		22.		Is there a nominated Fire Warden responsible for ensuring everyone leaves the premises safely once the alarm is raised?

		23.		Do employees know how to operate the fire alarm?

		24.		Do employees know what action to take on hearing the alarm?

		25.		Have any employees been trained in the use of fire extinguishers?

		26.		Are suitable fire action notices displayed?

				Signature of Assessor

				IC of Kitchen

				IC of Front of House






