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1.1 Application

ABC Company falls into the general category of a Retail Butcher. We
provide a range of cold raw meat for consumption off the premises.
We occasionally offer others items or foodstuffs according to
customer demand. This Safety Statement has been developed to
assist ABC Company Ltd comply with relevant H&S standards and to
ensure that clients and employees are fully aware of ABC Company
Ltd’s commitment to high standards in H&S.

1.2 OBJECTIVES OF THE SAFETY STATEMENT

To provide a reference for the policies and proced in the
Company and to assess and audit the levels
being achieved.

To provide evidence that the policies
health and safety objectives are met a een thought out
and documented in order to help t ute them.

order to generate s
policies and prg i ithin the document.

To provide pliance with legal requirements for
health gnd s& : met or exceeded.
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1.3 COMPANY SAFETY STATEMENT

The general Statement on this page sets out the Safety Policy of
ABC Company.

It is this Company’s intention that its work will be carried out in
accordance with the relevant statutory provisions of the Safety,
Health & Welfare at Work Act 2005 and the Safety, Health &
Welfare at Work (General Application) Regulations and that all
reasonable practicable measures will be taken to minimjse risk to

Manager 1 has responsibility for managing Health
to whom reference should be made, in the ey,

understand your role and the ov
Safety within the Company and i i dual area. You
should also be aware that tion to take care of
your own safety and tha t might be affected by your
actions.

Signed:

Dat
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1.4 Policy Statement:

The Management of ABC Company is committed to, protecting the
Safety, Health and Welfare of all employees at work, preventing
property damage and ensuring its processes will not damage the
environment. The company shall take all reasonable and practicable
steps to protect members of the public who may be affected either
directly or indirectly by its activities.

All reasonable and practicable steps shall be taken throggh
occupational risk assessment to ensure that workplace
practices and procedures are safe and in complian i
safety, health and welfare legislation.

It is our policy when purchasing Equipmen
alterations, altering (by approval) existi
system of work; to study each propos

All employees shall be adequate
to carry out their duties and resp ibi i afe manner, with
all operating procedures c

The company shall

here necessary suitable protective
clothing, equip i

here hazards cannot be

ent shall be communicated throughout the company by
consulta with the employees and be revised as often as is
necessitateé® by changes in legislation or the addition of new
processes and equipment and all resources shall be provided to
ensure its full implementation.
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1.5 Revision to the Safety Statement

The table below is a record of all revisions made to the safety
Statement

Revision Date Section Revised Authorised
number revised by by
01 XX/ XX/ XX All Manager 1 | Manager 2

N
&
@i\

any activities

The averad® opening hours per week vary with business needs.
The operating hours for the Premises are generally from very early
morning with preparation work up to an hour after closing to allow

for cleaning up, etc.
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COMPANY STRUCTURE FOR HEALTH AND SAFETY

PART 2

Detailed Responsibilities of PersoNlel C in functions of Part

&
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2.1 MANAGEMENT CONTROL SYSTEM

Our Safety Policy is central to setting up an effective Safety
Management System within the company. The Safety Management
Control Points are specific items of safety management that can be
audited and assessed regarding performance.

Safety Management Control Points that may be measured:

Health and Safety Asset Sheet up to date

All items on notice board current

Weekly/Daily safety and housekeeping inspections

Staff suggestions and query forms

Induction and ongoing training

5.1. First aid

5.2. Fire Warden/Marshall

5.3. Manual Handling

5.4. HACCP

5.5. Chemical Handling

6. Safety critical equipment mai
6.1. Fire alarm system inc
6.2. Emergency lighting
6.3. Fire extinguis

. Fire drill records

. Risk assessment

ahONPE

0 ~

Records of all of the above points will be held within the main
Safety Management Folder. This folder is maintained by Manager 1.
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Health and Safety Management process for ABC Company

Process flow below indicates how Health and Safety issues and
procedures are handled.

Daily/Weekly H&S Accidents Incidents/Near Staff Feedback
inspections Misses

A 4

Monthly
Review

Resolution or
Help required.

Actions agreed for Feedback to

any outstanding employees where
issues and necessary.
improvement plans

A 4

\ 4
Business year end
Review and
Corporate
Governance with
Directors.
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2.2 MANAGER 2

o The Manager 2 bears ultimate responsibility for ensuring that the
ABC Company is supplied with adequate resources to manage
Health and Safety effectively.

o He is also responsible for ensuring that staff are supported in
enabling them to reach the correct decisions in respect of health
and safety matters.

o Supervise the Company Health and Safety program

o Review all safety rules bi-annually and, when
suitable changes.

o Review the investigations of all major amage to
Company property and implement

The Health, Safety, and Welfar
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2.3 MANAGER 1
a Regularly inspect the premises to ensure that the programme
is being complied with and make recommendations directly to

all employees in matters concerning Health and Safety.

a Ensure the review of Health and safety on a monthly basis
with the Manager 2.

a Review the Staff suggestion and query forms weekly.

a Supervise the Company Health and Safety progra

a Get the assistance of all management in mo
effectiveness of the Company Safety S

a Review all safety rules on a regul
necessary, recommend suitable

m} Assist in the induction and sa

a Establ¥€h and convene regular meetings of the Health & Safety
Committee.
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2.4 All Employees

o All Employees are to co-operate with management in the wearing
of the correct safety equipment, using the appropriate safety
devices and following proper safe systems of work.

o All Employees are to co-operate in the investigation of accidents
and the reporting of them and also the reporting to their
supervisors of any local hazards of which they become aware.

the
provide

o All Employees will be encouraged to promote ideas
improvements of health and safety standards and al
suitable suggestions for reduction in risks.

safety and they should not indulge I lay, wilful unsafe

acts or carry out or play practjc ployees

o Employees found guilty of wilf ay be liable to
summary dismissal.

o Employees are ad uirements under the Health

y the enforcing authorities

their working area or assist in

to help maintain clear passageways
tards of local housekeeping and hygiene.
here on the premises.

a Ensure

at you know the procedure in the event of a fire.

o Report any accident or damage, however minor, to management.
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2.5 CONTRACTORS
The following responsibilities are allocated to contractors:

o All contractors will be expected to comply with ABC Company
Policy for Health, Safety and Welfare and must ensure that their
own Company'’s policy is made available to the Company whilst
work is being carried out.

o All work must be carried out in accordance with relevant
statutory provisions, the Company’s Contractor’s R
taking into account the safety of others on the site.

o No power tools or electrical equyj eatergvoltage than
110 volts should be brought .
generators, extension leads, must be suitable

for industrial use and in good ¢ iti IS necessary to use
ly, a residual current
of 30 mA and operating 30-

onto the site which has health, fire, or explosive risks.
naterials must be stored and used in accordance with
ccommendations.

o Contractors must take all reasonable steps to avoid interference
by mobile plant.

o ABC Company must see documentary clarification of contractor’s
insurance arrangements, which must be submitted and approved
in writing.
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3.1 RESOURCES

The management of ABC Company recognises that for the effective
implementation of the safety procedures and policies laid down in
this Safety Statement, adequate resources and funding must be
made available.

The Management of ABC Company undertake:

d staff are
by the

- To ensure that adequate numbers of suitably trai
available to undertake all work activities carried o
company.

- To include health and safety consid
estimates for the running of the c

- Undertake that in so far asgis SO cable resources
shall be made available for
replacement and repair of f

- Undertake to i r the ongoing monitoring of
health and s

training of all healthhand safety.
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3.2 SAFETY INDUCTION

A general induction to the Company will be carried out for all staff
when they start work. Specific Department inductions will be carried
out by the manager of the work place where the new employee will
be required to work.

Apart from explaining to the new employee what he/she will be
required to do and to whom he/she will be directly res sible the
following points require highlighting:

1. Show new employee where the Safety State
his/her responsibility.

2. Advise new employee of any po i reas in
the work place.

3. Warn new employee of an i OFs in the work
place, e.g. operating machi alfthorised to do so.
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3.3 TRAINING
HAZARDS

Inadequately trained staff are a hazard to themselves and their co-
employees. The management at ABC Company shall identify the
training needs of their staff and ensure they are fulfilled.

It is the Policy of ABC Company that every employee will receive
safety training on an ongoing basis. All new personnel will receive
safety training as part of their induction. Staff trainin not only

up to their responsibilities and to be equipped to
emergencies.

Training will include safety induction and
handling training and First Aid training.

All the safety training received will &e
HR Department.

d and updated by the

ABC Company will keep trdiming rec@rds to lude:

trained.

e trainer and employee to ensure that the
as been carried out, documented and understood.

Staff
consult

e trained to spot and act on hazards and encouraged to
management on health and safety issues.
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3.4 SAFETY CONSULTATION

Section 13 of the 2005 Act places a general obligation on ABC
Company as employer to consult with and to take account of any
representations made by the employees for the purpose of giving
effect to its statutory duties.

To facilitate consultation on issues relating to the individuals safety
at work, the company operates a Suggestion or Query form.

A folder of blank forms may be found in the Staff rest
members complete a form as needed. The forms are re
weekly basis by the H&S Officer.

Notice Board
A small health and safety notice 8o ed adjacent to

a Safety Committee on site. The members of
are Manager 1, Manager 2 and an Employee

RevieW previous month’s inspections.

Review any reported accidents or incidents form the previous
month.

Review any suggestions or queries from staff.

Plan a safety topic briefing for the coming month.

Review any new safety guidelines/legislation that ABC
Company have been made aware of.

Post the minutes on the Staff Notice Board.

Revision number | Date Document owner Approved by Page number
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3.5 SAFETY REPRESENTATION

In agreement with the 2005 Act the employees may select and
appoint a person, to be called a Safety Representative, from their
numbers at their place of work to represent them in consultations
with ABC Company.

The rights of the Safety Representative include:
1. Information from the employer as necessary and

particularly from the Safety Statement, to €esure the
Safety Health and Welfare of employees.

2. To be informed by the employer of a v
Inspector.

3. Investigate accidents and d
provided it does not interf
any statutory obligatiogareq
any person.

8y be reasonable to act as Safety
sentative or to acquire the knowledge to carry out

out their ctions as defined in the Act and as outlined above.
Currently thHe staff have not elected a representative, if they do so
in the future the position will be recognised by the company.

After that time, all representations by the Safety Rep must be made
to the company via Manager 1.
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3.6 FIRST AID

CONTROL MEASURES

The first aid box should be suitably marked and easily accessible.
The exact location of the First Aid box must be known by all

employees and a specific notice, identifying its whereabouts, must
be posted to include names of qualified First Aiders.

adequate cover for all activities.

The first aid boxes are suitably marked and
location is follows;

o General Work Area

o The First Aid Boxes are inspegte kly Is by Manager
i kept on file.
a shall be appointed
s in Occupational First Aid to
a ired by the company will be kept
a st Aiders are not empowered to

s, or medications. Supplies of such items
t aid boxes. Individual employees who believe

Revision number | Date Document owner Approved by Page number
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PROCEDURE & RECORD KEEPING

o In the event of an accident, a qualified first-aid person will be
responsible for dispensing any first aid material.

o All issues of first aid consumables and the relevant treatment
must be entered on the accident report from.

o The relevant trained first-aid person with Manager/Supervisor on
duty will be responsible for completing the form.

o Accident Report Forms must be passed directly to M ger 1.

N
&
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3.7 REPORTING OF ACCIDENTS, DISEASES
AND DANGEROUS OCCURRENCES

All accidents and dangerous occurrences must be reported.
o Accident report Form
o The accident report form must be completed for all accidents.
Copies of this form are available in the Health and Safety

folder.

o Health & Safety Authority

o If an accident occurs either at the place of

normal duties of employment, th
given to the Health and Safety

a If the accident is fatal, theg t cident must be
left undisturbed for three as been given,
other than for rescue purpo

CONTROL MEASURE
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3.8 WELFARE FACILITIES

Management shall ensure that adequate welfare facilities are
provided on the premises for all personnel.

Adequate toilet facilities shall be provided and maintained in a good

clean hygienic condition.

Adequate washing facilities and washing and drying

materials/equipment shall be provided and maintained.

Arrangements for eating foodstuffs is provided in the fo

rest area on the premises.

An adequate supply of drinking water is provi

Adequate cloakroom facilities are provi

N
&

of a staff
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3.9 PERSONAL PROTECTIVE EQUIPMENT

ABC Company shall ensure that all employees use Personal
Protective Equipment where required.

HAZARDS

- Physical Exposures
- Chemical Exposures

CONTROL MEASURES

All safety equipment purchased by the Company
standards.

ABC Company will ensure that adequate s
necessary protective clothing and equip i for issue as
required and that when issued to em i is obtained
for the equipment.

Management will inform any per
carrying out any procedures whic

instructed not to continue
jpment is obtained and used.

requirements and suc
working until protecty
This applies not o
also to contractors.
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3.10 SMOKING POLICY

The Public Health (Tobacco) (Amendment) Act 2004 became law on
Monday 29th March 2004. This means that smoking will not be
permitted in any enclosed workplace.

In order to comply with the above legislation and for other Safety
and Health reasons, it is the policy of ABC Company Ltd that all of
our work areas are smoke free. The Organisation recognises that all
employees have a right to work in a smoke free environment. All
staff have a legal obligation to comply with the legislati@. Smoking
is prohibited throughout the workplace with no exceptio This
policy applies to all employees, trainees, consulta ctors,
customers and visitors who enter the premises of
Ltd.

Implementation
The overall responsibility for the impl
with the occupier, manager or oth

of this Policy rests
d, for the time

being, in charge of the workplac ligation to
adhere to, and facilitate the impl i policy

All new and prospective employee ntsS and contractors
shall be given a copy of t icy iri ecruitment/induction

Infringements
Infringements Q i olicy will be dealt with, in the

on how to obtain help quitting smoking is available
from thegNational Smokers Quitline on callsave 1850 201203 or the
Health Pro@aption Department of local Health Boards.
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3.11 DRUGS AND ALCOHOL POLICY STATEMENT

ABC Company Ltd recognises that alcohol, drugs, or other
substance abuse by individuals can have an adverse effect on their
ability to perform work and consequently put themselves, the
Company and others at significant risk.

All Employees, Contractors, Sub - Contractors and Visitors must be
able to perform their duties whilst on company business, or when
they are in Company premises/ work areas in such a manner that
will not affect their safety or the safety of others by ac
omissions.

If the Company has reasonable grounds to suspec
Employee or Contractor or Sub Contractor is i e of
alcohol or drugs (illegal or misused legal s
action will be taken which may lead to dj

concerned.

The possession, distribution or sale
materials whilst you are on com
vehicles or other off site locations i ciplinary action
being taken.
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3.12 Bullying at Work Policy

ABC Company Ltd recognises and accepts its responsibilities as an
employer to provide a safe and healthy working environment for
employees. As part of the policy of maintaining good employer
practice, ABC Company Ltd wishes to clearly state that bullying of
any kind will not be tolerated.

Bullying at work is defined as: 'Persistent criticism and personal
abuse, both in public and in private which humiliates and demeans
the individual, gradually eroding their sense of self.
Bullying can be best described as repeated inappropriat
whether verbal, physical, or otherwise, conducted more
persons against another or others, at the place of in the

incident of the behaviour described in
affront to dignity at work, but as a on
considered to be bullying.

ABC Company Ltd will strive to e
to perform, their work in an envir

ployees are free
is free from threat,
f objectionable or

either Manager 1, Manager 2

, iIf possible, the source and cause
circumstances warrant it, the
in invoking the formal disciplinary /

N
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3.13 Young persons and inexperienced workers policy

ABC Company Ltd does not employ inexperienced workers. ABC
Company Ltd do not offer permanent work to any persons under the
age of 18.

New employees who are experienced in their profession receive in-
house induction training and spend an agreed period of time
working with experienced staff.

Where ABC Company choose to offer work experience cements to
school children (typically from transition year program
Health and Safety requirements of the relevant s
followed. While on the premises these schoolchildr
supervised at all times and shall not be aske
tasks for which they do not have suitable
experience.

N
&
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HAZARD IDENTIFICATION AND CONTROL MEASURES

PART 4

N
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4.1 HAZARD INSPECTIONS

The management of ABC Company recognises that its activities and
premises may present Health and Safety risks and shall identify the
areas where control measures are required. Identification of hazards
shall be undertaken at regular intervals and management shall take
all practicable control measures to reduce the risks to its staff and
visitors.

Hazards will be identified, risk assessments made and categorised
as per our risk assessment formula.

HAZARD IDENTIFICATION AND RISK ASSES

risks as far as is practicable so that
acceptable level.

o “Hazard” is taken to mean “a L material or
practice, which has the poten
Health or Welfare of employee

o Risk Assessment
occurrence *
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The formula to be used for conducting risk assessments, assessing
the risk from observed infringements/hazards or after an Audit, is
shown here. Very minor injuries should score 1 while very serious
ones will score higher, personal judgement is needed here. Likewise
with the likelihood, 1 is very unlikely that anybody would be
exposed to the hazard, while 7 means definite exposure to the
hazard. Again personal judgement is needed.

Once the two scores are agreed they should be multiplied, thus
giving a risk rating between 1 and 42.
Scores:

1-6 = Very Low risk

7-12 = Low Risk

13-18 = Low to Medium Risk

19-24 = Medium risk

25-30 = Medium to High Risk

31-36 = High Risk, stop the activity an
controls.
Over 36 = Very high Risk, stop thgyact
immediate controls.

Risk Calculation Matrix

How likely is an

How

serious
will
the
injury

g~ iwiN|Ek

hings¥hat can cause and injury.
likelihood of an injury happening.

rol.

Control measures are intended to reduce the risk to an
acceptable level.

o Where practicable the Company commits itself to the elimination
of hazards, whether that is by the provision of access
arrangements, machine guarding or the provision of special tools
etc.

This approach will take into account normal good practice within this

sector of industry and the standards and guidelines where these are

available.
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4.2 FIRE
FIRE HAZARDS

RISK ASSESSMENT:

Likelihood Severity Risk Value

Score = Score = Result =

CONTROL MEASURES

Fire extinguishers are provided on the premises a
regularly checked.

A comprehensive fire detection system is in
Emergency lighting is in place.

Passive systems such as fire doors are
design.

A fire marshal has to be designat
fighting and emergency procedu
Staff have been trained in the@gvac

use of fire fighting equipment.
(c) The holding of fire and evacuation drills.

(d) The provision and maintenance of escape routes, free from
obstruction and all exits unlocked and operational.

(e) The provision of adequate fire protection equipment and
systems.

Revision number | Date Document owner Approved by Page number
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(f)

Q)
(h)
0

The inspection and maintenance of the fire protection
equipment systems.

The provision of assistance to the fire authorities.

The maintenance of good housekeeping practice to ensure the
removal of all combustible rubbish.

The testing and maintenance of electrical installations,
prohibition of portable heating appliances, and ensuring that

all electrical equipment is switched off and unplugged when
not in use.

A fire safety register will be maintained by t oOmpuany.

N
&
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4.2.1FIRE FIGHTING EQUIPMENT

The purpose of portable fire fighting equipment is as follows:
Extinguish incipient fires

Protect means of escape in case of fire

Protect employees and visitors
Protect property.

RONPR

Portable Fire Extinguishers

give adequate cover as per the advice of our Fire
Company.

Action in the event of fire

1. Clear everyone from the immedi iCi e except
those actually authorised to i ighti

ould not delay their departure to collect personal
another part of the building and should

: guickly accounted for.
6. Make 'sure that the building is cleared of employees and

customers. Close doors. See that no unauthorised person
enters the building.
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4.2.2 MEANS OF ESCAPE IN CASE OF FIRE

It is essential that escape routes be established, clearly identified
and maintained available for use and that the protection afforded
them is not impaired in the operation of the premises.

No person shall obstruct a means of escape. Fire exit routes and
doors must never be obstructed.

4.2.3FIRE ALARM SYSTEM

The following details shall be entered in a log book:
(a) Causes of all alarms (genuine, practice, test
(b) Any faults which develop

(c) Any period of disconnection
(d) Nature of work (inspectiongmagaten
(e) Any further action required
@) Name of person

It is important to ch individual call point must be tested
at least once in ever months. This will be managed by

4.2.4 iR
A @ dertaken at least twice per year. Details of the
Fire & ecords are held in the Appendix of this Safety Statement.
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4.3 ACCESS AND EGRESS

HAZARDS

Inadequate access and egress facilities can result in:
Restriction of an orderly evacuation of the premises

Trips and falls
Obstruction of emergency exits

RISK ASSESSMENT:

Likelihood Severity Ri lu

Score = Score = Res

CONTROL MEASURES

All doors and access points s

condition.

Adequate ligh e provided at all entry, exit points and
along corridg
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4.4 HOUSEKEEPING ISSUES
HAZARDS

Poor housekeeping can pose a wide variety of risks to health and
safety.

- Trips: - Materials left lying in open areas

- Slips: - On greasy floors, slippery material strewn around
- Falls: - Use of materials for accessing higher work areas.
- Collisions: - Blockage of access aisles with materq
- Objects falling on people: - Improper stacking of
- Fire: - Inadequately and infrequent disposa stible

rubbish.
- Glass: - from broken glasses/bottles et:

RISK ASSESSMENT:
Likelihood Severity
Score = Score =

CONTROL MEASURES

Managers and supe i sure that access routes are

ed to ensure that excess

at could cause an

as are defined, staff are made aware of
ith regard to storage, clearing up

materials are
obstruction, s

Employees will ensure that all waste materials in and around
the premises are cleared and disposed of safely.
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4.5 MANUAL HANDLING
HAZARDS

Incorrect method of lifting
Attempting to lift something which is too heavy
Lifting sharp/awkward shapes

The main injuries associated with manual handling and lifting are:

- Back strain, slipped disc.
- Hernias.

- Lacerations, crushing of hands or fingers.
- R.S.I.

- Bruised or broken toes or feet.
- Various sprains, strains, etc.

RISK ASSESSMENT:

Likelihood Severity Risk Xalue

Score = Score =

CONTROL MEASURES

dling. This training is in the
imple Safety for Retail

ere there is a risk of back injury etc. The method
gall take account of the size, weight, shape,

devices supplied and used in so far as is reasonably
practicable.

Where loads have to be manually handled, safe access shall be
assured.
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4.6 ELECTRICITY

HAZARDS

- Electric Shock

- Fire

- Trips or falls from loose cables

RISK ASSESSMENT:
Likelihood Severity
Score = Score =

Risk Vval

CONTROL MEASURES
Dangerous or defective cabling should be
accordance with the E.T.C.l1.’s rules. It 4
extensions, alterations and repairs to
out in a proper manner in accorda

All new electrical installatio
and certified as safe, by ac

. fuses, trip switches, are provided and
aware of their locations
extinguishers that are suitable for fighting electrical fires
provided

Residual Current Device (RCD)

Operation of the RCD is tested regularly in accordance with
the manufacturer’s instructions

Where electrical portable appliances are subject to ongoing
wear and tear, they are inspected and tested

Any scorch marks associated with an electrical appliance or
electrical wiring is checked urgently by a competent person
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WIRING STANDARDS

All new fixed and temporary wiring will be to the latest Irish
standards and, where practicable, in compliance with the national
rules for electrical installations.

Precautions to be included either are or will be as follows:
Flexible cables will also be adequately protected against

external mechanical damage.
Flexible cables for portable equipment will be pr

Enclosures, plugs etc. should be maintaine
portable appliance of which they form part,

maintenance can be scheduled .
Where appropriate all equip ifWlse tode switched off,
especially at the end of a pecialist type,
e.g. servers, etc.
Sufficient sockets shall be p ent overloading by
ys be fitted to

electrical applian ly clamped.

Frayed and da be replaced immediately.
Flexible cabl ot be run across floors. Where damage
at floor level t is possible, protection by ramps,
condui i considered and applied.
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4.7 OFFICES

HAZARDS

o While office work may not be considered as a high-risk activity
unsafe work systems and layout may result in injury or illness.

ABC Company maintains a small office space.

RISK ASSESSMENT:

Likelihood Severity Risk Value

Score = Score = Result

CONTROL MEASURES

desks etc.
Only one drawer of a filing caig

Electric or telephone cables s il Unprotected across
the floor. Cable co and used.

Chairs desks or ver be used to access higher
areas. Step la
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4.8 VISUAL DISPLAY UNITS (VDU’S)
HAZARDS

The main problems that may be associated with VDU’s are as
follows:

(a) Visual Discomfort

This recognises a contribution from a number of ocular
problems:

(1) long/short sight problems
(2) dglare

(3) lighting

(4) screen brightness

(5) clarity of characters.

(b) Posture

Good adjustable seating is
consider ergonomic factors.

qui antgi essential to
(c) Radiation
Radiation le irtually the whole of the electro-

magnetic spec internationally accepted
under extreme conditions, i.e.

pes of work.

RISK ASSESSMENT:

Likelihood Severity Risk Value

Score = Score = Result =

The area shall be kept under review as deterioration of equipment
could occur over time.
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CONTROL MEASURES

Be sure that VDU screens meet the appropriate criteria for
performance, brilliance, character design, etc.

The intensity of the beam, the brightness of the dots against
the background and their time persistence are the most
important determinants of operator ’safety’.

This underlines the importance of keeping VDU'’s in good
condition.

It is important that chairs are correctly selected and used and
that their sitting is at an optimum distance from t@e machine.
Lighting, ventilation and temperature must be car

before further use.
o In this respect, short, frequ
beneficial than infrequent
o The total time of conti

o Vision should be test g a VDU and at
yearly intervals, or ea i s are experienced.
Spectacle we their optician.

o Epileptics
work.

ical adviser before starting
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4.9 HAZARDOUS SUBSTANCES
HAZARDS

Health hazards from substances can be divided into the following
categories:

o External contact - corrosive, skin absorption, dermatitis.
o Inhalation - gases, fumes, vapours.
o Ingestion - swallowing.

RISK ASSESSMENT:

Likelihood Severity Ri lu

Score = Score = Res

CONTROL MEASURES
TRAINING

Staff using the food grade appr e training from

ained as required.
the above PPE and are expected to wear them.
to training, instructions on the labels and
utions in the MSDS.

a mation is given on the following:
o H&@ards presented by substances and nature of risks to
health from exposure to substance.
o The control measures in force, the reasons for the controls
and how to use them.
o The reasons for the provision of P.P.E. and where it should
be used.
o The use of warnings/safety signs.
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4.10 WORK AT HEIGHTS AND LADDERS (step ladders for
changing bulbs,

Work at heights is defined as working in an area/location where a
person could fall from any height, other than from a scaffold.

HAZARD

The main hazards associated with Work at Heights are:

o Falls of persons while hanging seasonal decorations in the ABC
Company or cleaning at a high level.

o Falls of materials or articles while being held on a la
piece of access equipment.

r or other

RISK ASSESSMENT:

Likelihood Severity

Score = Score =

CONTROL MEASURES

Ladders are only used by A short periods and
only for accessing items sto ving etc. in the offices

or removal of seas

activities.

Ladders and f ust be of good
construction, i e and sound material and of adequate
strength which it is used and must be

ladder or folding step-ladder must be of sound material and
sufficiently stable and sufficiently strong to give safe support.
Ladders standing on a base (e.g. standing on the ground)
must:
Be securely fixed
o Have level and firm footing and must not stand on loose
items such as bricks, boxes or other loose packing,
0o Be secured where necessary to prevent undue swaying
or sagging
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4.11 Cash Handling
Hazards:

Irate customers

Robbery

RISK ASSESSMENT:
Likelihood Severity Risk Value
Score = Score = Result =

Control Measures

Staff always have an experienced manager I reach.
Cash is dropped to a safe on a regular i

All staff trained in the following proced

Dealing with Angry Customers

1. Try to remain calm.

Do not take any co ts pa@sonall

3. Listen to the co
Customer.

ully without interrupting the

Take notes if

them to wait while you get a senior member of Management
to attend to them.
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Cash Movement Controls
Avoid letting large amounts of cash accumulate on the
premises.
Perform cash drops regularly depositing cash in a safe.

Cash Movement to and from the Bank

1. Avoid, as far as possible, set patterns when makigg
lodgements.

2. When cash is being moved in or out of the i nsure

the movement of cash should be nd should
anything arouse suspicion, they i

3. Trips to the bank, where posgi de by car.
Able-bodied persons shoul i — at least two
such persons. Unescorted ersons should
not be allowed to carry cas

4. Precautions shoul ¥as much as possible,
the times and rg neys. An escort could carry
part of the lo i erson so as to reduce the

5. If you ar y street and try to walk against
i surprise attack from behind more

es of the journey to the bank are the
oints for attacks — snatches have been made
s in bank premises.

7. pns conveying cash should exercise vigilance and
hing suspicious should be noted and communicated to the
8. Do not advertise your business by unnecessary exposure of
cash bags or lodgement dockets.
9. When making up the lodgements, initial and date some of the

currency wrappers.

Action to be taken in the Case of an Armed Robbery or Personal
Attack

1. Keep calm — do not panic.
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2. Obey — do only what you are asked to do, nothing more and
nothing less.

3. Observe. Note details of the criminal nearest you. Concentrate
on:

Male/Female

Age

Height

Build

Hair colour

Colour of eyes

Mode of dress

Right or left handed
Distinguishing features
Words used and accent
Number of attackers
Note where criminals may have | nds afd feet
Identify vehicular transport us i
make of car)

4. Preserve the scene intact. D
fingerprints or footprints

5. Hold withesses at the scenefntil i arrive; otherwise

Notes:
Stay out of danger.
the security of oth

Post Crime ds and Personal Attacks

=

scene intact. Do not allow interference with
ingerprints or footprints may be found.

4. Identify if anyone has been injured. If so, note the type of
injury. Call an ambulance if required.

5. Put in place any measures to prevent further injury.

6. Complete an incident/accident report form including:

Precise details of what happened.

Who was there (witnesses), include names, addresses and
phone numbers of non staff members.

Detailed descriptions of the criminal(s).
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4.12 Serve Over
Hazards:

Irate customers
Robbery

Broken Glass
Manual Handling
Chemicals

Bio Hazard

Hot water, drinks

RISK ASSESSMENT:

ABC Company
Safety Statement

Likelihood

Severity

Score =

Score =

Control Measures

All staff receive chemical han

First aid kit and
All equipment j

inspection.
Plastic co
Heavy

Gloves — Chem
Uniform — Gene

ur suppliers.

g the blocks.
on call.
ubject to maintenance and
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4.13 Knives
Hazards:

Heat — Liquids, flames, utensils, equipment

Blades and sharp implements

Slips and falls - see also section 4.4 on Housekeeping
Manual Handling

Chemicals

RISK ASSESSMENT:
Likelihood Severity
Score = Score =

Control Measures

Chemicals training is provided by
Wash up is separate to the othe
Full HACCP system is in place
implement segregation.
Only trained staff are allow

equipment.

All equipment is on inenance as per the

manufacturer’s r i

First aid kit is to the risk.

Fire extinguis oved appropriate to the risk.
emergency.

Fire blankg
; place.
placed high to avoid liquids.

All cutting operations will be carried out away from

distraction and from walkways

Maintain all knives and blades clean and in good
condition

o Knives may only be sharpened by qualified staff

o Cutting boards/butchers block will always be used and

kept in good condition

All knives will be used with the utmost care

No bladed instrument will be left unattended at any time

Use the proper knife or blade for the Task

Use the knife or blade in a safe and proper manner

Knives will be picked up and handled by the handle only

Cutting will always be performed away from the body

O O OO0 O0Oo
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o Sharp area will be kept away from body when cleaning
and drying knife

o Khnives will not be left in water where they cannot be
seen

o Once used, all knives will be returned to their
holders/scabbards

o Store all knives and blades properly (when not in use)
ensuring that the sharp edge is protected

o Knives etc. will not be used to carry or manoeuvre
meats

Maintenance

from fats and grease
o All knives and tools will be ke
o All appliances generating h are

0 All electrical equipgen

competent person at |
Behaviour

o Any horseplay involvi arp implements will
be considere seri of safety policy and
iDIIN&Iry procedures
f knives, blades, slicing

electrical equipment to work

Electrical cables are properly secured onto surfaces
lectrical cables are routed so that they do not run
across the floor causing a trip hazard

No excessive jewellery or cosmetics are worn

Floor surfaces are kept clean and dry

All spills and leaks are cleaned up immediately
Non-slip safety shoes are worn

O O O O
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4.14 Fly and Insect Killers

HAZARDS
Build up of dead insects
Climbing ladder to clean trays
Falls from ladders
Infection

Risks ldentified
Likelihood Severity Risk Value

Score = Score = Result

CONTROL MEASURES
General

- All guarding, safety devices must be i
properly at all times.
All machinery and equipment mu i dance with
the manufacturers’ instructions.

Cleaning will be carried out S@i ccordance with the
manufacturers ins IB0S.
A suitable stead i used to access for cleaning.
Ladders will b s before use.

oves will be used for cleaning.

top of food or people, always
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4.15 Chiller

HAZARDS
- Cold surfaces.
Chemicals
Manual Handling
Slips and falls from ice/liquids.
Trips and falls from open doors

Risks Identified

Likelihood Severity Risk Val

Score = Score = Result =

CONTROL MEASURES

General
All guarding, safety devices must b orking
properly at all times.
All machinery and equipment m d in accOrdance with

the manufacturers’ instructi
Only trained staff may us
Only qualified technicians
Anti flood and leak systems
Try to position the ine t I cessive bending and
lifting by staff.
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4.16 Food Display

HAZARDS
Manual Handling
Spillages
Risks Identified
Likelihood Severity Risk Value
Score = Score = Result =

CONTROL MEASURES
General
Remember manual handling training at all t
Avoid bending and reaching.
Ensure all spills cleaned immediately.
Do not allow raw and cooked food t me
Use gloves at all times.

N
&
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4.17 Mincer.

Hazards
Entanglement
Electrical shorts
Slips and falls from spilled food
Incorrect fitting of beating arms

Risks Identified

Likelihood Severity Risk Value

Score = Score = Result

Control Measures.
- Only approved service technicians may in
Mincer.
Only staff who are trained may
Processor.
Processor to be placed on a
Become familiar with the
Check the flex for any f
Make sure that you kno the machine in a

the

Check that the chmeMs are properly locked
in place befor

Points to Remember
1. Always wear your gloves and aprons when cleaning.
2. Be aware of possible spills on the floor and trip hazards.
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4.18. Meat Slicer

Hazards
Entanglement with blade or mechanism
Slips or falls on off cuts
Damaged of frayed cable

Risks lIdentified

Likelihood Severity Risk Value

Score = Score = Result =

Control Measures.

Machine will be maintained by external tech
Only staff who are trained on the machine m
Emergency stop on the machine mus
before use.

Sliding back guard must always .
Do not leave the blade submer e seen in
water.
Blade must always be sha use the meat
to jump.
Do not leave the machine urfi@tten while turned on.
Ensure the machin as arda where the operator
will not be bum g service trolleys, people,
etc.

Cleaning:

the emergency stop before using the slicer.
er use the slicer with the guard removed.

Revision number | Date Document owner Approved by Page number

01 XXIXXIXX Manager 1 Manager 2 58




ABC Company
Safety Statement

LOGO HERE

11. Band Saw

Hazards
Entanglement
Cuts amputation, etc.

Risks Identified
Likelihood Severity Risk Value
Score = Score = Result =

Control Measures.

or clean the saw.

Make sure you know how to
and safely before use, and
Manufacturer’s instruction
Keep all guards in plac
Use push rod when
Concentrate on the tagk.
Never leave the saw r i unattended.

he guides, stop the
own and isolate the power

Cleaning:

er is off for cleaning.
Iy staff who have received chemical cleaning may carry

1. Always wear your gloves and aprons when cleaning.
1. Ensure power is off when cleaning.
2. Always wear gloves when handling blades.
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4.20 Cooked Food in Deli area
Hazards:

Gas

Heat — Liquids, flames, utensils, equipment

Blades and sharp implements

Slips and falls - see also section 4.4 on Housekeeping
Manual Handling

Chemicals

Risk Assessment:

How Likely How Serious

Control Measures
The deli is under the control of an ex

Full HACCP system is in pla d safety and
implement segregation.
ens and catering

equipment.

All equipment i aintenance as per the
manufacture

First aid Kitj riate to the risk.

Fire extiude appropriate to the risk.
for emergency.

All cutting operations will be carried out away from

distraction and from walkways

aintain all knives and blades clean and in good

condition

o Knives may only be sharpened by qualified staff or by
outside contractors

o Cutting boards/butchers block will always be used and
kept in good condition

o All knives, i.e. boning, filleting, steak, etc., will be used
with the utmost care

o No bladed instrument will be left unattended at any time

Use the proper knife or blade for the Task

o Use the knife or blade in a safe and proper manner

(@)
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o Knives will be picked up and handled by the handle only

Cutting will always be performed away from the body

o Sharp area will be kept away from body when cleaning
and drying knife

o Knives will not be left in water where they cannot be
seen

o Once used, all knives will be returned to their
holders/scabbards

o Store all knives and blades properly (when not in use)
ensuring that the sharp edge is protected

o Khnives etc. will not be used to carry or maf@euvre
meats

(@)

o Dispose safely of all knives which are n or
have loose handles

o Handles will be securely fixed
from fats and grease

o All knives and tools will b

o All appliances generati
maintained in good

o All electrical equipm

person at least annually

directive

loed in the use of such equipment

abe available and ready for use

re trained to operate and use machine properly

are not allowed to bring personal items of electrical
aiment to work

ElectriCal cables are properly secured onto surfaces

Electrical cables are routed so that they do not run across the

floor causing a trip hazard

No excessive jewellery or cosmetics are worn

Floor surfaces are kept clean and dry

All spills and leaks are cleaned up immediately

Non-slip safety shoes are worn
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Set out on the Following Pages are the Specific Safe Systems
of work for the equipment in the Kitchen.

Bain Maries

Hazards Include

1.
2.

3.
4.
5.

Control Measures.

2.

Hot water and potential for scalds.
Hot metal surfaces as the food service trays have been sitting
in hot water for some time.
Leaks and spills of hot liquids.
Hot elements under the water.
Food residue in the water.

1. Only approved service technicians
Bain Marie.

2. Only staff who are trained ma
Marie.

3. Make sure the Bain Marie j& as

4. Make sure you know hq
and safely before use, a
Operating Manual

5. Do not touch an sibly burn you

6. Switch machi to Manager immediately in

cloths to lift hot containers
emoving containers out of Bain Marie take care

Keep power cord away from heat, water and oil

Training:

Training given by:
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Signatures of staff receiving training

Name in block letters | Signature Date

Cleaning:

PONPE

No o

Points to Remembe
1.
2.
3.

Only clean as per the manufacturers instructi
Only approved chemicals may be used.
HACCP principles to be followed at >
Ensure all food waste is remove a as well
as the surfaces of the Bain Mari
Ensure power is off for cleank
Be aware of hot surfaces
Only staff who have receiv i ing may carry out
cleaning.

Always wear
Be careful o
Be awar
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Coffee Dispensers

Hazards Include

1. Burns and scalds
2. Slips and falls from spilled liquids

Control Measures.

1.

2.
3.

4.
5.

Training:

Training given by:

Place machine in dining room in the right place to serve the
coffee

Make sure that the tap is closed

Plug in power and adjust temperature gauge — checcord for
damage and keep clear of any heat.

Do not place hands in or near hot water
Ensure “Caution Hot Water” sign is in place.

Sighatures of staff receiving ga g

Name in block letters | Signhature Date

Cleaning:

per the manufacturer’s instructions.

pprove@® chemicals may be used.

P principles to be followed at all times.

re power is off for cleaning.

pre of hot surfaces and use gloves as appropriate.

6. Only staff who have received chemical cleaning may carry out
cleaning.

Points to Remember

1. Always wear your gloves and aprons when cleaning.
2. Be careful of hot surfaces.
3. Be aware of possible spills on the floor and trip hazards.
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Deep Fryers

Hazards Include

Burns and scalds from hot oil and surfaces.
Spills of oil and food.

Electricity

Fire

Control Measures.
1. Only approved service technicians may install service the Fryers.
2. Fryers to be positioned so that staff are not likely t
passing people, service trolleys, etc.
3. Only staff who are trained may operate or clea
4. Ensure that the fat is up to the safe operating |
5
6

. Ensure that the gas pilots are operating p
. Make sure you understand how to use
and safely, and become familiar wit
instructions
7. Deep fry baskets and tongs to hg us
8. Make sure the correct temperatufgal
9. Do not spill water into hot oil
10. Do not add wet food to hot
11. Lower basket caref
12. Never leave unat
13. Do not be spla
14. Do not place

15.
y

t ady — pU

diately in the event of
16. rown over the Fryer to smother the
extinguisher for fat fires

purn area under water for 10 minutes
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Training:

Training given by:

Signatures of staff receiving training

Name in block letters | Signature Date

Cleaning:
1. Clean up hot fat/oil with war ent ASAP or
cover with salt if not able

. Only clean as per the man
. Only approved chemjcals m

| when working near the hot oil.

bur gloves and aprons when cleaning.
reful of hot surfaces.

4. B8 are of possible spills on the floor and trip hazards.

Revision number | Date Document owner Approved by Page number

01 XXIXXIXX Manager 1 Manager 2 66




LOGO HERE

ABC Company
Safety Statement

Electric Fly and Insect Killers
Hazards Include

Build up of dead insects
Climbing ladder to clean trays
Falls from ladders

Infection

RONPR

Control Measures.
Only trained technicians may service machin
Electricity will be isolated before cleaning.
Only trained employees may carry out cl
Cleaning will be carried out strictly in acc
manufacturers instructions.
A suitable steady platform will be,
cleaning.
6. Ladders will be checked for
7. Rubber or disposable glov,
8. Never sweep debris do eople, always
sweep into a dustpan.
9. Dispose of all debris in a

PONPE

i

Training:

Training given by:

Signatures Vi aining

Date

Points to Remember

Ladders are for temporary work only.
Always put the ladder away after use.
Do not use ladders in an area where it may pose a hazard to guests.
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Various food processors and mixer.

Hazards Include
1. Entanglement
2. Electrical shorts
3. Slips and falls from spilled food
4. Incorrect fitting of beating arms

Control Measures.

1. Only approved service technicians may install service the
Processor.
Only staff who are trained may operate or clean t
Processor.
Processor to be placed on a solid non vibrati

=

Check the flex for any faults

Check that the beating arm is pro
Make sure that you know how t eina
correct manner before use
Check that the bowl and a rly locked in

2B

N

8. Do not put any arms, hand les, scrapers into
the bowl when the ine i
9. Turn the power the Chef/Food Service
Manager in th 1

Training:
Training give

g training

Sighature
Namegg

nature Date

Cleaning:
6. Only clean as per the manufacturer’s instructions.
7. Only approved chemicals may be used.
8. HACCP principles to be followed at all times.
9. Ensure power is off for cleaning.
10. Only staff who have received chemical cleaning may
carry out cleaning.
Points to Remember
3. Always wear your gloves and aprons when cleaning.
4. Be aware of possible spills on the floor and trip hazards.
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Gas Rings

Hazards Include
1. Burns
2. Traps and catches on the doors
3. Slip and fall from food on the floors

Control Measures.

4. Only approved service technicians may install service the
ovens.
Only staff who are trained may operate or clean e rings.
Gas — ensure pilot light is on properly
Gas — auto shut off for gas leaks in place.
Make sure you know how to use this equipm
safely before use, and become familiar uth th
Manufacturer’s instructions
9. Do not lean across the gas burner,
10. Do not carry hot food aro i ; a serving
trolley where possible.
11.
12.
13.
14.
15.
16.

©NO O

Tre
Trai
Signatu
Name in block letters | Signature Date
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Cleaning:

1.
2. Only approved chemicals may be used.

3.

4. Ensure all food waste is removed from the ring area as well as

No o

Points to Remember
1.
2. Be careful of hot surfaces.
3.
4. Do not lean across the rings.

Only clean as per the manufacturer’s instructions.
HACCP principles to be followed at all times.

the surfaces of the cooker top.
Ensure gas is off for cleaning.
Be aware of hot surfaces and use gloves as appropriate.

Only staff who have received chemical cleaning may carry out
cleaning.

Always wear your gloves and aprons when c

Be aware of possible spills on the fl an

N
&
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Glass and Dishwashers

Hazards Include

Control Measures.

ahLNPE

@

Training given by:

2B\

. If possible place the machige

Broken glass and crockery.

Hot surfaces.

Chemicals

Manual Handling

Slips and falls from spilled liquids.
Trips and falls from open doors.

Only trained staff may use the machines.
Only qualified technicians may service the
Anti flood and leak systems installed on the

lifting by staff.
Machine to be placed so that th
trip hazard to passers by.

floor.

technicians only.
Interlocks are to

prevent leak
instructions.
Spilys=e
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Signatures of staff receiving training

Name in block letters | Signature Date

Cleaning:
1.

2.
3.
Points to Remember

1.
2.

Machine is to be run on the cleaning
manufacturer’s instructions.
Only cleaning products approved er may be
used.
Only staff who have receive ing training
from our suppleirs may cl i

throtigh the plastic strips.
andling training when putting

Never reach into
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Grills

Hazards Include
1. Burns
2. Hot surfaces
3. Slips and falls from grease on floor

Control Measures.

1. Only approved service technicians may install and service the
Grill.

2. Only staff who are trained may operate or clean f@ae Grill.

3. Do not place hands under the gas flames

4. Use oven gloves and the correct handle wh
tray from the grill.

5. Be careful of spitting fat and grease.

6. Avoid spilling grease on the floors if

7. Ensure that relevant fire extingui

Training:
Training given by:

Signatures of staff receiving t
Name in block letters | Si ure

6. Be aware of hot surfaces and use gloves as appropriate.

7. Only staff who have received chemical cleaning may carry out
cleaning.

Points to Remember

1. Be aware of your surroundings when lifting the tray in and out
of the grill. Ensure nobody cold be struck by the tray.

2. Always wear your gloves and aprons when cleaning.

3. Be careful of hot surfaces.

4. Be aware of possible spills on the floor and trip hazards.
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Hot Carving Lamps

Hazards Include
1. Hot surfaces — burns
2. Electric leads and power points

Control Measures.
1. Only approved service technicians may install service the
lamps.
2. Only staff who are trained may operate or clean the lamps.
3. Only staff who have been trained may change la
4. Lamp bulbs must only be changed when the unit
down
5. Make sure you know how to use this equipm
safely before use
6. Do not touch anything on the machj
7. Old lamps/bulbs must be returne
disposal.
Training:

cooled

and

Training given by:

Signatures of staff rec

Name in block lette Signature Date

ot immerse any of the units in water.

an as per the manufacturer’s instructions.

Only approved chemicals may be used.

Ensure power is off for cleaning.

Be aware of hot surfaces and use gloves as appropriate.

Points to Remember
1. Always wear your gloves and aprons when cleaning.
2. Be careful of hot surfaces.

Revision number | Date Document owner Approved by Page number

XXIXXIXX Manager 1 Manager 2 74




LOGO HERE

ABC Company
Safety Statement

Hot Plates

Hazards Include
1. Hot surface
2. Burns and scalds.
3. Electric leads and power points

Control
1.

NO oA W N

©

Measures.
Only staff who are trained may operate or clean the
various food specific cookers.

Make sure the equipment is assembled correc

and safely before use, and become famili
Operating Manual

Do not touch anything that could p
Do not immerse the unit in water,
Be careful not to spill liquids o
Ensure there are no trip haz a person
to fall against the hot platgs.
Do not lift hot plates af i i have cooled
down.
or clean the lamps.
ay change lamps
anged when the unit has
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Training:

Training given by:

Signatures of staff receiving training

Name in block letters | Signature Date

Cleaning:

PONR

No o

Only clean as per the manufact
Only approved chemicals m
HACCP principles to be fol
Ensure all food waste is re rea as well as the
surfaces of the hot plate.

Be aware of hot gloves as appropriate.
i ical cleaning may carry out
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Meat Slicer

Hazards Include
1. Entanglement with blade or mechanism
2. Slips or falls on off cuts
3. Damaged of frayed cable

Control Measures.
1. Machine will be maintained by external technician.
2. Only staff who are trained on the machine may use it.
3. Emergency stop on the machine must always be @hecked
before use.

4. Sliding back guard must always be in place.

5. When cleaning the blade only carry it with th rier

6. Do not leave the blade submerged wh i en in
water.

7. Blade must always be sharp, blun he meat
to jump.

8. Do not leave the machine ungtte i ed on.

9. Ensure the machine is placgd the operator
will not be bumped by any
etc.

Training:
Training given by:

Signhatures of staf ing tgaining

Name in blo rs iona Date

Cleaning:
4. Only approved cleaning products as per the manufacturer’s
instructions may be used.
5. Never immerse the unit in water.
6. Always unplug the machine before cleaning.

Points to Remember
3. Check the emergency stop before using the slicer.
4. Never use the slicer with the guard removed.
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Microwave ovens

Hazards Include
1. The main hazards associated with using microwave ovens are
burns and scalds caused when sealed containers containing
hot food burst open. Hot food containers and steam also

cause burns.

2. Microwave ovens can catch fire if they are not used properly
or if their contents overheat. Poorly sited ovens can cause
the user back strain.

3. Microwave energy could burn the user if the dooseals are
not effective or the protective mesh behind the gl door
panel slips.

Control Measures.
1. Do not use a domestic model oven f

engineer. Do not take the back
2. The single most important pr,
sealed container in the ov
instructions are to do so.

anufacturer’s
, for example,

erse cOfd or plug in water.
grd handle over edge of table or counter.

0 cook food for longer than necessary. Take care when
ing the timer.

example mince pies and Christmas puddings, follow the

cooking instructions carefully.

11. Each day after use remove all traces of encrusted food,
carbonised food and other foreign matter by cleaning the
inside of the oven, the inside of the door and, if found,
shelves and supports. The roof of the oven should also be
carefully wiped: take care not to damage the stirrer, if fitted.

12. Do not obstruct the air vents at the side and rear of the
microwave. The oven should not be placed against a wall in a
way that could obstruct the vents. The filters should be
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removed at least once a week, washed | warm soapy water,
rinsed, squeezed dry and replaced.

13. The door should move freely and when closed seal the
oven. The interlock switches on the door should switch of the
oven as soon as the door is opened. Do not use the oven
under any circumstances if the door does not close properly or
the door interlock switches are broken.

14. Do not place the microwave under a counter or on a high
shelf where loading and unloading food causes the operator
unnecessary bending or stretching.

15. Regular cooking thermometers must not bedsed in a
microwave oven. Most cooking thermometers co
mercury and may cause “arcing”, malfuncti
the oven.

16. Plastic bags must always be pierc
heating in a microwave oven. This i
to escape during cooking.

17. Newspapers must never b
since they may ignite.

18. Paper towels which ¢
fibres woven through them
heated synthetics could mel

TRAINING:
Training record:
Training given by:

synthetic
because the

Signatures of staf ing tgaining

Date

re

need for tN@door seal to be kept clean and the door closing
mechanism to work properly should be stressed. If the oven is
available for customer to use, clear operating instructions must be
posted alongside.

CLEANING:

All internal surfaces of the microwave oven, including the door,
should be cleaned thoroughly every day after use. Pay particular
attention to the door seals, which should completely seal the oven
when the door is closed. Remove any turntable, tray or supports
and clean.
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PRECAUTIONS TO AVOID POSSIBLE EXPOSURE TO
EXCESSIVE MICROWAVE ENERGY.

1. Do not attempt to operate this oven with the door open
operation can result in harmful exposure to microwave
energy. Itis important not to defeat or tamper with the
safety interlocks.

2. Do not place any object between the oven front face and the
door or allow soil or cleaner residue to accumulate on sealing
surfaces.

3. Do not operate the oven if it is damaged. It is particularly
important that the oven door close properly and @aat there is
no damage to the (1)door(bent),(2)hinges and la

4. The oven should not be adjusted or repaired
except properly qualified personnel.
REMEMBER
1. Do not put metal-decorated dishes i
2. Do not put metal dishes in the mic
manufacturer’s users’ handboo
3. Do not cook eggs in their she 4
4. Always pierce clingfilm coveri i efore cooking.
5

6. er unless it has been
specially manufa icrowave oven.
7. Keep the inside the oven and the door clean.

8. Do not use the o

does ng cally when the door is opened. Food
i —use an oven cloth o oven gloves.

Revision number | Date Document owner Approved by Page number

01 XXIXXIXX Manager 1 Manager 2 80




ABC Company
Safety Statement

LOGO HERE

Ovens

Hazards Include

1. Burns

2. Traps and catches on the doors

3. Slip and fall from food on the floors
Control Measures.

1. Only approved service technicians may install service the
ovens.

2. Only staff who are trained may operate or clean the ovens.

3. Gas — ensure pilot light is on properly

4. Gas — auto shut off for gas leaks in place.

5. Make sure you know how to use this equipm ly and
safely before use, and become familiar with t turer’s
instructions

6. Stand back when opening doors to a

7. Make sure door is closed properly

8. Ensure that the correct tempera i r the food

being cooked
9. Do not use wet cloths to li
10.Ensure passages are clear

Training:
Training given by:
Sighatures of staf

Name in block let Date

ly clean as per the manufacturer’s instructions.
ly approved chemicals may be used.
CP principles to be followed at all times.
Ensure all food waste is removed from the oven area as
well as the surfaces of the oven.
. Ensure power is off for cleaning.
Be aware of hot surfaces and use gloves as appropriate.
. Only staff who have received chemical cleaning may carry
out cleaning.
Points to Remember
2. Always wear your gloves and aprons when cleaning.
3. Be careful of hot surfaces.
4. Be aware of possible spills on the floor and trip hazards.

©0~NOo
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Soup Kettle

Hazards Include
1. Burns and scalds
2. Slips and falls from spilled liquids
Control Measures.
1. Place machine in dining room in the right place to serve the
soup

2. Make sure that the tap is closed
3. Fill with water to cover the electric element properly
4. Plug in power and adjust temperature gauge — clf@ck cord for
damage and keep clear of any heat, water and oil
5. Place covers on top to keep water hot
6. Do not place hands in hot water
7. Only move soup kettles on serving trol
8. Do not move soup kettles while full
Training:

Training given by:

Signatures of staff receiving ini

Name in block letters | Signhature Date

Cleaning:
an as per the manufacturer’s instructions.
ved chemicals may be used.
CPp iples to be followed at all times.
sure all food waste is removed from the soup kettle as
ell as the surfaces adjacent.
5. re power is off for cleaning.
6. Be aware of hot surfaces and use gloves as appropriate.
7. Only staff who have received chemical cleaning may carry
out cleaning.

Points to Remember
1. Always wear your gloves and aprons when cleaning.
2. Be careful of hot surfaces.
3. Be aware of possible spills on the floor and trip hazards.
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Toasters (Various types)

Hazards Include
1. Hot surfaces — burns
2. Electric leads and power points

Control Measures.

1. Only approved service technicians may install service the
toasters.

2. Only staff who are trained may operate or clean the
toasters.

3. Make sure machine is assembled correctly

4. Make sure you know how to use this equy
and safely before use

5. Do not touch anything on the machi

6. Always use tongs to handle Paninj
very hot.

7. Be careful of spilled cheese
machine as they may be

8. Do not immerse unit in

9. Only use the unit for th

designed.
10. Do notreach i free blocked food.
11. If food gets ilch\@ff and unplug the unit. Wait
until it cool astic tongs to remove the

blocked f

12. a toaster with a metal implement.

Training:

Si receiving training

Name lock letters | Sighature Date

Cleaning:
1. Do not immerse any of the units in water.
2. Only clean as per the manufacturer’s instructions.
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3. Only approved chemicals may be used.
4. HACCP principles to be followed at all times.
5. Ensure all food waste is removed from the toaster area as well

as the surfaces adjacent.

6. Ensure power is off for cleaning and unit is unplugged.

7. Be aware of hot surfaces and use gloves as appropriate.

8. Only staff who have received chemical cleaning may carry out
cleaning.

Points to Remember
1. Always wear your gloves and aprons when cleani
2. Be careful of hot surfaces.
3. Be aware of possible spills on the floor and
4. Never reach into a toaster with a metal impl

N
&
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Water Boiler
Hazards Include
1. Scalds and burns from hot water.
2. Slips and falls from water on the floor.
3. Electrical extensions and leads.
Control Measures.
1. Only approved service technicians may install service the
boiler.
2. Only staff who are trained may operate or clean the boiler
3. Sight that there is water in the machine
4. Check electric cord for any damage, and kee
heat, water and oil
5. The outside of the machine is very hot a
touched
6. Set the thermostat to just below boi
7. If hot chocolate is used in the m i
cleaned on a regular basis
8. Clean according to the cleani
9. As this machine may be uged
warned that it is dangeggu

Training:
Training given by:

Date

an as per the manufacturers instructions.

2. Only approved chemicals may be used.

3. Ensure power is off for cleaning.

4. Be aware of hot surfaces and use gloves as appropriate.

5. Only staff who have received chemical cleaning may carry out
cleaning.

Points to Remember
1. Always wear your gloves and aprons when cleaning.
2. Be careful of hot surfaces.
3. Be aware of possible spills on the floor and trip hazards.
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PART 5

ANNUAL REPORT

ABC COMPANY

SAFETY STATEMENT

Policy as required by Section 12(6) of the Safety Welfare
at Work Act 2005.

SAFETY TRAINING:

During the year, the following safefy tra9gQi ourseg were run:
1
2
3

ded by our staff included:

External safety and th course
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Safety Statement Document Review

ABC COMPANY

To ensure the proper implementation of our Safety Systems we
shall review the Safety Statement periodically and at least annually.

Date of Signed Description of Date of
Review for Company Changes update

%
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Part 6 Staff Sign Off

We the undersigned accept that:
- We have been shown the Safety Statement,
We know where it is to be kept for review,
We will adhere to all safety rules as set out by ABC
Company
We will not act in any way that could be harmful to
ourselves or any other person.

Name in block Signhature Date

QN
&
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7. Appendix
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Al. Suggestions, Welfare and Concerns Register

Name Dept

Date Time

Please write as full an account of the Concern in the box
below

N to be carried out

Concern %b d

Concern documented and resolved

Name Position
Date Time
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A4. Accident Report Form

Location: Department/Division:

Date of Accident/Incident: Date of Review:

Management present:

Injured Party:

Nature of loss

Nature and extent of actual or potential loss to erty,
process or the environment

Description

Description of the Accident/ , how, when)

Causes

Why did the Ac
causes)?

ncident occur, (root, basic and immediate

Recommendation

op Nt recurrence, responsibility & action by dates:

Distribution of investigation information organisation wide and

g’ statutory reporting / reply:
=
S
o
o}
Q
1
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Health and Safety Asset Year Planner Xx/xXx/xx

Health and Safety System Component

General Safety Requirements

Safety Statement is available to all staff + visitors

January

February

March April

May June

July August

September

October November | December

Safety Statement review date

Safety policy displayed prominently

Number of Accident reports for month

Number of accidents on Notice Board

Number of Welfare and Concerns entries for month

Fire Alarm test to be carried out on

Fire drills to be carried out on -

Fire drill was conducted on -

Planned Monthly/Weekly Safety Inspections

All first aid boxes are accessible

Cost of monthly First Aid replenishment

Safety Meetings

Dates of monthly meetings

Corrective action following meeting taken

Staff carry out + understand Roles

Manager 1

Manager 2

General Employees

Personal Protective Equipment

Cost of new PPE for month

Cost of replacement PPE for month

Number of staff found not wearing PPE

Training — Planned

Manual Handling

First Aid

Fire Safety

Food Safety

Induction

Planned Maintenance

Firefighting Equipment

Food preparation equipment

Refrigeration

Signage

Fire Points

Exits

First Aid

Outside Safety Inspections/Visits

Name of inspector

Revision number

Date

Document owner

Approved by

Page number
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PART 8 Related Policies

8.1 ABC Company Environmental Policy

ABC Company will seek to promote the con stainable use
of natural resources and to minimise envi i in all their
activities and, where possible, by it’'s infl . The objective

"greener" alternatives wherever possif@le. St will be taken to minimise
smoke, dust, noise, and vi uisa@ce - t
be identified during the

All waste disposals sh led out by registered carriers and removed
to registered dispg i tation shall be held to demonstrate

| be enforced by managerial vigilance and shall be subject to

regular aud@ing and review.
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8.2 ABC Company Equality Policy

laid out in
with

ABC Company are an equal opportunities Employer & thus,
this policy, seek to comply with all legal regulations
regard to dealing with individuals or groups in a fair &

It is the policy of ABC Company to deal (em
speak to, and write to etc.) with any pers
Regardless of disposition:
- Gender

Race

Colour

Creed (Religious Persuasion)

Nationality

Disability or Physic

Financial Status

, pa ult, interview,
equally dignity

ABC Company, its_\M taff must uphold & comply with this
policy. Failure tg#€0Ormm i licy could result in immediate
disciplinary a @ 5sible : :

Should g ause harm, harass, sexually harass or disadvantage
any o use of their disposition, that person/s will be
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