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1.1 OBJECTIVES OF THE SAFETY STATEMENT

To provide a reference for the policies and procedures used in the
Company and to assess and audit the levels of health and safety
being achieved.

To provide evidence that the policies and procedures to ensure
health and safety objectives are met and have been thought out
and documented in order to help those who must execute them.

the Company Safety Statement, which become n e to the
changing business environment.

To help identify training requirements tha
order to generate suitably qualified per;
policies and procedures contained wit

To provide assurance that complign
health and safety are being met
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1.2 COMPANY SAFETY STATEMENT

The general Statement on this page sets out the Safety Policy of
ABC Company. The Safety Statement that continues on the
following pages is only relevant for work undertaken in the
premises.

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, He
Welfare at Work (General Application) Regulations and

reasonable practicable measures will be taken to Tyl
employees or others who may be affected by com

employees. It is therefore impor
with all areas of the Safety State

your own safety a
actions.

Signed:
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1.3 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 thr
occupational risk assessment to ensure that workplace
practices and procedures are safe and in complia '
safety, health and welfare legislation.

It is our policy when purchasing Equipme
alterations, altering (by approval) existj [ hanging a
system of work; to study each propo
safe in so far as reasonably practi

All employees shall be adequatel i sed and equipped
' safe manner, with

all operating procedures ed. AlMemployees will have

access to the compan ement and should ensure that

The company shall pra ecessary suitable protective
' ini here hazards cannot be

in all work@reas and ensure that all employees understand their
responsibilities and cooperate with the implementation of this

policy.

This statement shall be communicated throughout the company by
consultation with the employees and be revised as often as is
necessitated 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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1.4 Revision to the Safety Statement

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

Statement

Revision Date Section Revised by | Authorised
number revised by

01 XX/ XX/ XX All Manager 1 Manager 2

Revision number

Date

Document owner

Approved by

Page number

01

XXIXXIXX

Manager 1

Manager 2

7
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1.5 Company activities

ABC Company is a Public House and Restaurant that provides a
variety of services depending on customer need and time of year.

> The operating hours for the Premises are dependant on
seasonal activities and the licensing laws.
> The number of staff employed varies again with
seasonality.
> The range of services on offer are:
o Food
Bar

o Various other activities from time to able to
the relevant departments and cu

(@]
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COMPANY STRUCTURE FOR HEALTH AND SAFETY

PART 2

Detailed Responsibilities rson carr out functions of Part

3

&
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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:

All items on notice board current

Weekly/Daily safety and housekeeping inspections

Staff suggestions and query forms

Induction and ongoing training

4.1. First aid

4.2. Fire Warden/Marshall

4.3. Manual Handling

4.4, HACCP

4.5. Chemical Handling

5. Safety critical equipment maintepan
5.1. Fire alarm system inc
5.2. Emergency lighting
5.3. Fire extinguishers

. Fire drill records

. Risk assessments

N =

N O

Records Il of the above points will be held within the main
Safety Man&gement 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

L N

Resolution or
Help required.

h 2

Actions agreed for Feedback to

any outstanding employees where
issues and necessary.
improvement plans

A\ 4

A 4

Business year end
Review and
Corporate
Governance with
Directors.
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2.2 Manager 2

]

Manager 1 bears ultimate responsibility for ensuring that the
business is supplied with adequate resources to manage Health
and Safety effectively.

Also responsible for ensuring that staff reporting to him are
supported in enabling them to reach the correct decisions in
respect of health and safety matters.

Supervise the Company Health and Safety program

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

Review the investigations of all majo i amage to
Company property and implement

The Health, Safety, and Welfage
compromised when all other

That adequate funding ¢ regulatory needs of
safety and health.

by example in adhering to stated
mpany's aim to reduce accidents and

That managem
policies to achiev
health expg

Take pa ety Audit of the business.
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2.3 Manager 1
o Monitor the Company Health and Safety programme.

o Identify training needs and develop a training plan for all staff as
necessary.

o Review all safety rules annually and, when necessary,
recommend suitable changes

o Investigate all accidents and damage to Company pf@perty and
recommend action.

o Ensure that accident records are maintained an
inspect first aid records.

o Ensure that records of hazards/near. aintained.

o Carrying out monthly report on @gcid ses, new
procedures, weekly audit & i
Statement.

o Regularly inspect the [ nsure®hat the programme is

mendations directly to all
Ilth and Safety.

w all safety rules on a regular basis and, where
gssary, recommend suitable changes.

0 Assist in the induction and safety training of new employees.

o Inspect and maintain records of hazards/near miss reports.

Revision number | Date Document owner Approved by Page number
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2.4 MANAGERS (As appointed)

All Managers will be responsible for planned implementation of
effective health and safety standards within their area of operation.
Managers bear the responsibility for ensuring that staff are given
correct information and training for them to do their job effectively
and that their work targets are realistic and do not compromise
health and safety requirements.

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

SPECIFIC RESPONSIBILITIES OF ALL MANA

o Ensure that all procedures are complied

employees.

o Implement an efficient communica at all
Personnel are aware of workpla asured against
the Company's Safety Policy ' information
on accidents and other safety, re information.

o Plan and co-ordinate i as ne&cessary and check that

it is effective.

o Plan and super processes in a safe manner and in
accordance

not compromised.

o Know the location of the First Aid Box.
o Ensure that you know the procedure in the event of a fire.

o Report any accident or damage, however minor, to senior
management.

o Commend Employees who by action or initiative eliminate
hazards.

Revision number | Date Document owner Approved by Page number
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2.5 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.

o All Employees will be encouraged to promote ideas the
improvements of health and safety standards and als

suitable suggestions for reduction in risks.

o All Employees are forbidden to interfere
specified items of safety equipment or

ir own fealth and
ilful unsafe

o All Employees are required to take
safety and they should not indu

o Ensure that you know the procedure in the event of a fire.

o Report any accident or damage, however minor, to management.

Revision number | Date Document owner Approved by Page number
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2.6 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 releyant
statutory provisions, the Company's Contractor's Rul@s and
taking into account the safety of others on the si

Regulations and Codes of Practice.

o All plant and equipment brought on [ contractors must be
safe and in good working order, essary guards
and safety devices and with cates available
for checking.

o No power tools or el

generators, ext
for industrial us g@pgood condition. If it is necessary to use
equipment g -volt supply, a residual current

i rrent of 30 mA and operating 30-

ABC @@mpany management.

o ABC Company must be notified of any material or substance
brought onto the site which has health, fire, or explosive risks.
Such materials must be stored and used in accordance with
current recommendations.

o ABC Company must see documentary clarification of contractor's
insurance arrangements, which must be submitted and approved
in writing.
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ARRANGEMENTS FOR SAFE WORKING $

PART 3

©

&
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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:

To ensure that adequate numbers of suitabl i staff are
available to undertake all work activities ca
company.

To include health and safety consi i annual

estimates for the running of the

shall be made available fo
replacement and repair of

Revision number
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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.

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

1. Show new employee where the Safety Statementyis kept,
explain its purpose and ensure that the employe aware of
his/her responsibility.

2. Advise new employee of any potentially,dang in
the work place.

3. Warn new employee of any prohi i i work
place, e.g. operating machinery thorised to do so.

4, The training and instructio
be considered. The Human
arrange for specific ggaining t@be gi to an employee.

of an accident, in particular
accidents, however trivial they may

Revision number | Date Document owner Approved by Page number
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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 hew personnel will receive
safety training as part of their induction. Staff training
concerned with imparting facts but also with notifys
up to their responsibilities and to be equipped to
emergencies.

ety a ss, manual

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

1.

Revision number | Date Document owner Approved by Page number
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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 general of
members complete a form as needed. The forms ed on a
weekly basis by Manager 1.

Manager 1 will seek more information as ngge
relevant staff member and will then agr

N
&

necessary.
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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 ure the
Safety Health and Welfare of employe

2. To be informed by the employer S.A.

Inspector.

3. Investigate accidents and
provided it does not interf [ e performance of
any statutory obligatio formed by
any person.

4. Make represe [ ive advice from the

¥ Inspector on any visit except when
investigation.

Currently the 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 the H&S Officer.

Revision number | Date Document owner Approved by Page number
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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.

It is the company’s policy that First Aiders shall be app&lRted who
have certificates of qualifications in Occupational Fj igko ensure
adequate cover for all activities.

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

o Bar
o Kitchen
o The First Aid Boxes are inspec ee basis by the H&S
officer. This check and [ corded and kept on
file.

o Itis the compa
who have certifi ualifications in Occupational First Aid to
ensure adeg

G gd that First Aiders are not empowered to
penge’ analgeSics, pills, or medications. Supplies of such items

Wi be in first aid boxes. Individual employees who believe
ght have a need of these items must be responsible for
their o
Revision number | Date Document owner Approved by Page number
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PROCEDURE & RECORD KEEPING

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

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

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

Accident Report Forms must be passed directly er 2.

Revision number | Date Document owner Approved by Page number
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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 ted to a
place of work or work activity and caus
person who is employed by the Com
person for more than three days fr

Revision number | Date Document owner Approved by Page number
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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
canteen facility on the premises. As part of the e
package all staff are entitled to free food fromthe

An adequate supply of drinking water is ided premises.

Adequate cloakroom facilities are prov

N
&
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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
necessary protective clothing and equi [ i or issue as
required and that when issued to emp signature is obtained
for the equipment.

requirements and su
working until prote
This applies not on
also to contraci

All PPE is ¢
issued

Revision number | Date Document owner Approved by Page number
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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 that all of our
work areas are smoke free. The Organisation recognises that all
employees have a right to work in a smoke free envirogpment. All
staff have a legal obligation to comply with the legislati@i. Smoking
is prohibited throughout the workplace with no ex [

Implementation
The overall responsibility for the imple i licy rests

adhere to, and facilitate the imp
The person in charge for the pre
All new and prospective e
shall be given a copy of

A Smoking area ha t up outside the bar that complies with
the Act. Posterg i

employee disciplinary procedures. Employees,
, contractors, customers and visitors who

e the law prohibiting smoking in the workplace are also
psecution.

Smoking cessation

Information on how to obtain help quitting smoking is available
from the National Smokers Quitline on callsave 1850 xx/xx/xx03 or
the Health Promotion Department of local Health Boards.

Revision number | Date Document owner Approved by Page number

01

XXIXXIXX Manager 1 Manager 2 28




LOGO HERE

ABC Company
Safety Statement

3.12 DRUGS AND ALCOHOL POLICY STATEMENT

ABC Company 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 ner that
will not affect their safety or the safety of others by acts
omissions.

If the Company has reasonable grounds to
Employee or Contractor or Sub Contracto influence of
iplinary
action will be taken which may lead td@ismi of the ifndividual
concerned.

The possession, distribution or s
materials whilst you are on compaRy pro y, company owned
vehicles or other off site | ions, Will lead 0 disciplinary action
being taken.

Revision number | Date Document owner Approved by Page number
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3.13 Bullying at Work Policy

ABC Company 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 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 apd demeans
the individual, gradually eroding their sense of self.
Bullying can be best described as repeated inapprggri haviour,
whether verbal, physical, or otherwise, conducted
persons against another or others, at the placg of in the

affront to dignity at work, but as a onc
considered to be bullying.

ABC Company will strive to ensu
perform, their work in an i
harassment and intimidaiti

is free from threat,
laints of objectionable or
BC Company or the Safety

Manager 2 givg [ at all complaints will be
[ e resolved locally, if possible. If

Revision number | Date Document owner Approved by Page number
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3.14 Young persons and inexperienced workers policy

ABC Company does not employ permanent staff under 18 years of
age. ABC Company does not employ inexperienced workers. ABC
Company do not offer work experience places to local schools,
colleges, etc.

ABC Company do employ under 18s on a temporary basis in the
traditional role of “Lounge Boy/Girl” or Waiter/Waitress. These

young people will be supervised at all times and will b
trained/advised on how to deal with awkward or a

alone.

All young persons and inexperienc
statement and taken through th
equipment/area in which they wi

When a young person st ely to need extra

person responsible ' they are given the
appropriate inform raining on any hazards, risks, and
precautions the
We will eng stand what they need to do for their
safety As some young people may

Revision number | Date Document owner Approved by Page number
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3.15 Policy and Protection for Covid 19 outbreak 2020

COVID-19 is a new illness that can affect your lungs and airways.
It's caused by a new (novel) Coronavirus virus called
CoronavirusSARS-CoV-2. Current evidence suggests that the virus
is significantly more infectious than the flu that circulates every
winter.

Due to the significant Deaths, levels of Iliness and disruption that
this virus has caused, ABC Company have developed tige following
policy and Procedures for our employees, sub-contractof@and any
person affected by our activities.

On the following pages are our main policy a i sures
for dealing with the Covid 19 Crisis. This wi
necessary with information from Failte nd NPHET.

All staff will be given specific retwrn i Induction
Training to inform them of how the crisis and
what their role is.

All staff will complete the
appendix) at least 2 d
We will have a plan i

ing work.

7 all staff are trained to a level appropriate
t of that training includes Infection Control. This
anaging Covid 19 risk.

ontrolled Environment”, therefore we are in a position to
y@inanage the risk of Covid 19 in our operations.

Our Supef@isors will be trained as Covid 19 Officers and will ensure
the implem€ntation of our plan.

Travelling to and From Work

If an employee is displaying any signs of Covid 19 or has been
exposed to a confirmed case, they should not travel to work.
Where possible workers should travel alone in their own vehicle. If
this is not possible then social distancing should be observed in
vehicles. Pictured is the recommended occupancy from the CIF.

Training for staff

Revision number | Date Document owner Approved by Page number
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As per the content of this policy, all staff will be trained on the
measures being adopted to manage the threat of COVID-19.
Topics covered will include but not be limited to:

Hand and respiratory hygiene

Correct use of PPE

Health and What to do if feeling unwell

Dealing with suspected cases and liaising with the authorities

Good hygiene and hand washing

All site personnel should follow this advice and encour
follow this advice as well.

Do wash your hands properly and often. Hands sh ashed:
after coughing or sneezing
before and after eating

before and after preparing food
after handling waste
after cleaning duties
after handling cash
if you were in contact with s o0 hasgpfever or
respiratory symptoms (co of@reath, difficulty
breathing)

before and after bei
before and after bgi

e others to

ANANANENENENEN

rt if you must use it
(especially an indoor crowd)
gs including your home or

< S

v" Do not share objects that touch your mouth - for
v example, bottles, cups.

Disposable gloves

Disposable gloves are only to be worn on certain food handling
activities as per the HACCP plan.

Do not wear disposable gloves in place of washing hands. The virus
can get on gloves in the same way it gets on hands. Also, hands can
become contaminated when gloves are taken off.
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Disposable gloves are worn in medical settings. They are not as
effective in daily life. Wearing disposable gloves can give a false
sense of security.

Face Masks

Current guidelines from the HSE do not recommend the wearing of
face masks and/or the undertaking of temperature testing at work;
the preferred approach is to ensure social distancing and good
hygiene measures.

If masks are worn, they must be clean and they must be shared
or handled by other colleagues. We will keep up-t ith the

latest Public Health advice issued in regard to ma
Gov.ie/NPHET as this advice may be updated

Cleaning and hygiene to prevent co

All areas will be cleaned at a minimu i d as per
need. In our own premises the followi

v" Enhanced cleaning and steriliS@ii i ace across all:

v" Taps and washing facilities

v Toilet flush and seats

v" Door handles and p

v" Handrails on stair

v" Lift controls an

v" Food prepara i

v storage points/area

v elfare areas

v Ice b¥ekets, scoops and tongs
v Fruit preparation equipment
v Storage containers, etc.

Glassware, Tables, Service Stations, etc.

v Fresh glasses will be used for each new drink, particularly
from optics and beer taps.

v When pouring drinks, employees will handle glasses by the
stem or base and place on clean service trays or the bar
counter before serving. Avoid touching the nozzle, tap optic or
bottle against the glass.
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v Similarly, there must be minimal handling of glassware when

clearing glasses.

Following the washing and drying of glassware, please ensure

that you do not stack glasses on top of each other and ensure

to store glasses away from the bar front.

Front of House personnel allocated to serve individual tables

must adhere to physical distancing where possible.

Attention must be paid to hand and respiratory hygiene during

order taking and table service.

Orders should be taken in a time efficient mannerand at a

suitable distance to minimise time spent in close tact with

guests. Close contact can mean spending mgge th

minutes in face-to-face contact within 2 me

person.

v Bar snacks or finger food can be serv
to be served as catering platters t

v Service stations must also be cle
required but at least twice a day? clude counter tops,
shelving, equipment, stora

v At service stations, Front o
encouraged to maintain the physical distance
from each other.

v We will limit the n of House personnel at
service stations Minimise movement between

ers don’t have access to

<\

A NANEA NI NN

these areas.
v Ensure sgui ocked with all necessary

ndiments, etc.) and cleaning

possible, we will maintain a distance of 2

m of 1 metre between employees. Where 2
not possible all other reasonable possible measures to
bloyees will be in place. Where the food services
environmeN® makes it difficult to physically distance, we will
consider what measures to put in place based on our physical layout
and the specific offering.

Minimise any direct employee contact and provide hand washing
facilities, and other hand hygiene aids such as hand sanitisers,
wipes etc. Ensure these are readily accessible so employees can
perform hand hygiene as soon as a task is complete.

Public Physical Distancing
All queue areas will be marked for physical distancing.
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Where we have the physical space, the area between all patron’s
tables will be 2 Metres.

Floor markings will be in place to guide patrons through the various
areas.

All Patrons will be pre booked to facilitate contact tracing and they
will be limited to 105 minutes.

An employee (Maitre’d) will be stationed to monitor physical
distancing and advise Patrons as necessary.

In the external smoking area physical distancing signage will be in
place.

Public Toilets
Signhage to indicate the location of and route to th s will
be in place.

A strict queuing system and limitations on
enforced to ensure physical distancing.
Install clear markings to minimise con and to

toilet facilities to at least twice daW. hes are avoided
while cleaning these facilitj
Ensure soap and hand s

isposable tissue
e regularly checked, cleaned
tive soap units.

wearing diSposable gloves. Correct hand hygiene is extremely
important, whether using gloves or not. However the following
must be applied when using disposable gloves:
¢ Gloves may be used by food workers for food handling,
according to usual food safety guidance, but they must ensure
that the gloves are changed frequently and that hands are
washed before putting gloves on, between glove changes and
when gloves are removed.
e Gloves must be changed after carrying out non-food related
activities such as opening/closing doors by hand, emptying
bins, handling money, etc.
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¢ Hand hygiene is extremely important when gloves are
removed to avoid subsequent contamination of food.

e It is acceptable to prepare and handle food with bare hands
provided proper hand washing procedures are in place. Hand
sanitisers can be used as an additional measure but should
not replace handwashing.

Catering Tools and equipment
All catering tools and equipment shall be sanitised to prevent cross
contamination

Arrangements for one individual to use the same cateri

equipment and plant as much as possible.

Make available cleaning material for all catering t
down with disinfectant between each user.
Organise work practices to reduce eliminatgo
points and coach site personnel on the s

N
&
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First aid and incident response for Covid 19

While Covid 19 is not necessarily an issue for First Aid. It is
necessary that all our first aid trained staff are protected in the
event that they need to treat a person at work.

The following equipment will be provided to the First Aid staff and
they must use it for ALL events.

v Disposable gloves (nitrile/latex)
v" FFP3 or FFp2 Face masks

v Disposable plastic aprons

v Enclosed eye protection

First Aid Responder must ensure that the
mouth and nose and is fitted correctly to ate seal to
the face.
Following first aid treatment, disposab d any waste should
be disposed of appropriately and r
thoroughly.
Wash hands thoroughly with war
on and after taking off PP

Rules for Close Wo
While Social Distan i i ule for most work,
occasionally it i people to assist each other. In

to donning appropriate gloves, personnel shall wash /
ise their hands thoroughly.

Suspect Covid 19 case at work

If someone becomes unwell in the workplace with symptoms such
as cough, fever, difficulty breathing, the unwell person should be
removed to an area which is at least 2 metres away from other
people.

If possible, find a room or area where they can be isolated behind a
closed door, such as a staff office.

If it is possible to open a window, do so for ventilation.
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Request individual to wear facemask to prevent contamination of
area and close by personnel.

The individual who is unwell should call their doctorand should
outline their current symptoms. Whilst they wait advice, ideally they
should be in isolation or as a minimum remain at least 2 metres
from other people. They should avoid touching people, surfaces and
objects and be advised to cover their mouth and nose with a
disposable tissue when they cough or sneeze and put the tissue in a
bag or pocket then throw the tissue in the bin. If they
any tissues available, they should cough and sneeze int@the crook
of their elbow. If they need to go to the bathroom ghilst
medical assistance, they should use a separate ba
available.

Closure of the workplace is not recomm

The management team of the office o e will be contacted
by the HSE to discuss the case, idéRhi ve been in
contact with them and advise o [ cautions that
should be taken.

A risk assessment of ea g WM be undertaken by HSE with
the lead responsible . the management of staff and
members of the pu i this assessment. The HSE
will also be in conta [ e case directly to advise on isolation
and identifyinggaibi will be in touch with any contacts
appropriate advice.

ployee in close face-to-face or touching contact

with or being coughed on for any length of time while
the employee was symptomatic

e anyone who has cleaned up any bodily fluids

e close friendship groups or workgroups

e any employee living in the same household as a confirmed
case

Contacts are not considered cases and if they are well, they are
very unlikely to have spread the infection to others:
e those who have had close contact will be asked to stay at
home for 14 days from the last time they had contact with the
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confirmed case and follow the home isolation information
sheet.

e they will be actively followed up by the HSE

e if they develop new symptoms or their existing symptoms
worsen within their 14-day observation period they should call
their doctor for reassessment if they become unwell with
cough and/or fever they will be tested for COVID-19

e if they are unwell at any time within their 14-day observation
period and they test positive for COVID-19 they will become a
confirmed case.

e Staff who have not had close contact with the ori
confirmed case do not need to take any pre i nd can
continue to attend work.

Return to work process after a confir
In the event of an employee either bein
case of COVID-19 or a known “close c i med or

suspected case, this protocol must be o ensure they are fit
to return to work by means of self-

1. Does their illness po vidual themselves in
performing their
2. Does their illne her individuals in the

workplace?

An individual
upon appro i ' dvisor and having coordinated with
HR/employer contact.

ed/su pected case and have not developed symptoms

at time, or

2. 14Qays since the onset of their symptoms and 5 days since
theirN@st fever (high temperature), or

3. They have been advised by a GP / healthcare provider to
return to work.
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Covid-19 Questionnaire-Self Declaration

In the interests of the health and safety of the people working in
ABC Company, their families and the community, we ask that you
complete the following questionnaire / self-declaration.

Your co-operation and support are appreciated.

You will be requested to leave the premises if you ansvW@&r ‘YES' to

Questions 1, 2 or 3.

Question

1. Have you been in close contact with any

who is confirmed with having COVID-19
2. Do you live in the same household v
someone who has symptoms of COVI

shortness of breath

4. Have you returned
from another coun

If 'YES’, where?

I confirm ed to the questions truthfully based on
commit to ABC Company excluding me

ituation changes.
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4.1 HAZARD INSPECTIONS

The management of the 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
as per our risk assessment formula.

tegorised

HAZARD IDENTIFICATION AND RISK ASSESSMEN

risks as far as is practicable so tha
acceptable level.

e, material or
to the Safety,

o “Hazard” is taken to mean “a
practice, which has the potent
Health or Welfare of Drijxers/St

o “Risk” is taken to
harm in the act

14
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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 a
controls.

Over 36 = Very high Risk, stop th
immediate controls.

Risk Calculation Matrix

How likely is apain
How |[1 2 3 |5 |6 | 7
serious | 2
will 3
the 4
injury |5
be 6
Not
Haz hings that can cause and injury.
Risk e likelihood of an injury happening

rol 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:

How Likely How Serious Risk Rating

CONTROL MEASURES

o Fire extinguishers are provided on the premi
regularly checked.

o A comprehensive fire detection system i

o Passive systems such as fire doors ar
design.

. A fire marshal has to be designa
fighting and emergency procedur

. Staff have been trained in the

d emergency evacuation procedures, fire call points and
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.
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(f)  The inspection and maintenance of the fire protection
equipment systems.

(g) The provision of assistance to the fire authorities.

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

(i)  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
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4.2.1FIRE FIGHTING EQUIPMENT

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

2. Protect means of escape in case of fire

3. Protect employees and visitors

4, Protect property.

Portable Fire Extinguishers

Portable fire extinguishers will be provided in suffigi bers to
give adequate cover as per the advice of ou
Company.

Action in the event of fire
1. Clear everyone from the immedi igirty of the fire except

those actually authorised to

learly and any other
e Manager or Deputy pending

Fire Brigade, giving
directions necess
arrival of the Fi

anagerf the area will order evacuation of the building
oon as it becomes apparent that the fire or smoke is
spr@ading.

6. Employees should not delay their departure to collect personal
belongings from another part of the building and should
assemble at the designated assembly point so that they can
be quickly accounted for.

7. Make sure that the building is cleared of employees and
visitors. Close doors. See that no unauthorised person enters
the building.
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4.2.2 MEANS OF ESCAPE IN CASE OF FIRE

Fires escape routes are posted on all doors.

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 pook:

(a) Causes of all alarms (genuine, pra

, tes
(b) Any faults which develop

(c) Any period of disconnectio
e or test)

(d) Nature of work (inspgction,

(e) Any further acti

(f)

It is importa individual call point must be tested
at least o f 12 months. This will be managed by
our mai

Fire Drill R&ords are held in the Safety folder.
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4.3 ACCESS AND EGRESS

HAZARDS

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

e Trips and falls
e Obstruction of emergency exits

RISK ASSESSMENT:

How Likely How Serious

CONTROL MEASURES

ke I and maintained.

ear o struction.

Il be kept clean and in good

ed regularly and systematically stored in
e until collected for disposal.
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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 corridors

- Slips:- On a greasy floors, slippery material strewn around

- Falls:- Use of materials for accessing higher work areas.

- Collisions:- Blockage of access aisles with materials

- Objects falling on people:- Improper stacking of gnaterials

- Fire:- Inadequately and infrequent disposal of c ustible
rubbish.

- Glass:- from broken glasses/bottles etc.

- Substances:- Cleaning chemicals etc.

Risk Assessment:

How Likely How Serious

CONTROL MEASURES
e Managers will ensur
storage is progra

HACCP to be followed rigidly.
. must be cleared up promptly.
‘ ensure that all waste materials in and around
egfemises are cleared and disposed of safely.
AlStaff receive Specific Manual Handling Training.
o All'€@ganing staff provided with PPE as follows:
* Gloves - Chemicals/Glass, etc.
» Uniform - General dust etc.
»= Qverall - Bio hazard, etc.
e Bio Hazard kits are available for cleaning of excrement, vomit,
blood, etc.
e Manual Handling stresses are reduced for Vacuum cleaning via
the training and maintenance of equipment.
e No Bleach or acid based cleaners are used.
e Toilets regularly inspected and closed off when cleaning is
due.
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4.5 MANUAL HANDLING
HAZARDS

. Incorrect method of lifting
o 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:

How Likely How SeN@us

CONTROL MEASURES

Training:

o Loads whi y handled shall be assessed on
the bag irri alth and safety and due caution

a risk of back injury etc. The method

Sl account of the size, weight, shape,

d p05|t|on of the load to be handled.

possibl€ measures shall be taken to reduce the amount
anual handling to a minimum and mechanical handling
s supplied and used in so far as is reasonably

practi@able.

. 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:

How Likely How Serious Risk Rati

CONTROL MEASURES
e Dangerous or defective cabling shoul
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qualified electrician.
Testing, certifying and repai i ut in accordance
with appropriate Elegiro Techgi cil of Ireland (E.T.C.I.)

dual Current Device (RCD).
on 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.
Flexible cables will also be adequately protected against
external mechanical damage.

Flexible cables for portable equipment will be properly
mechanically restrained within plugs and couplers.
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A record should be kept of each item of equipment so that

maintenance can be scheduled and recorded.

e Where appropriate all equipment not in use to be switched off,
especially at the end of a working, unless of a specialist type,
e.g. servers, etc.

e Sufficient sockets shall be provided to prevent overloading by
use of adapters.

e Proper plugs shall always be fitted to electrical appliances and
flex firmly clamped.

e Frayed and damaged cables shall be replaced imrgediately.

e Flexible cables should not be run across floors.

at floor level to other cables is possible, pro i ramps,
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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.

RISK ASSESSMENT:
How Likely How Serious Risk Rating

CONTROL MEASURES
. Adequate office space is allocated for the wo

e provided.

ot trail unprotected across
the floor. pplied and used.

. Chairs dg never be used to access higher
: used.

All da®raged floor covering, furniture equipment or machinery
shall be reported, replaced, or repaired.

. Before using chemicals (e.g. photocopier toners) read the
instructions on the container and avoid contact with skin or
clothing.

. Floor areas shall be kept clear of materials and litter.

o Dangerous waste e.g. broken glass shall be carefully disposed
of.
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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 gcular
problems:

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

(3) lighting

(4) screen brightness
(5) clarity of characters.

(b) Posture

Good adjustable seating is essential to

consider ergonomic

Radiation

(c)

(d)
DU can be repetitive and monotonous. This is

exclusive to VDU users as mental stress is associated with
al es of work.

RISK ASSESSMENT:

\ How Likely ] How Serious ] Risk Rating \

This risk assessment is set as Low due to the fact that all of the
office equipment is new and ergonomically designed to the latest
standards. 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 agd used and
that their sitting is at an optimum distance from tR@ machine.
Lighting, ventilation and temperature must bg.care
controlled to provide satisfactory environme
There should be a restriction on continu
o Over two hours with pauses of
before further use.
o In this respect, short, freq
beneficial than infrequent
o The total time of contin
restricted to 6 hours

o Vision should be teste ng a VDU and at
yearly interval [ toms are experienced.
Spectacle w

o Epileptics jcal adviser before starting
work

pr
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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:

How Likely How Serious

General Precautions

Almost all chemical materials are pote ngerous. Although
they may find their way into day t iti lly a very
diluted or otherwise modified forfa. ' eneral rules
should always apply:

e All substances are li
Sheets are availa

s of the Safety data

allowed to come into eye

o nd clothing supplied
o trial hygiene practice
. S or use in areas where food is being

chemical vapours or dust should be avoided.

ilation must be provided. Suitable respiratory

be provided if appropriate.

flities for the washing and cleansing of the skin must be

g available with the necessary cleansers and barrier
crearns.

e Store all products in ventilated areas away from extremes of
temperatures and environment.

e Store any flammable substances in a locked flame proof
cabinet.

e Clean all spillages instantly and dispose of waste and used
containers properly.

e Except for transport in closed packages, only authorised
personnel must handle materials.

e Ensure the correct equipment for handling the products is
available.
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e If any person handling the materials shows the symptomes,
which may possibly have been caused by exposure to
chemical products, they should be removed from the area and
medical advice sought without delay.

Read the data sheet, container labels, and detailed health and
safety information before using any products.
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4.10 WORK AT HEIGHTS AND LADDERS

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 jn the bar or
cleaning at a high level.
o Falls of materials or articles while being held o

piece of access equipment.

or other

RISK ASSESSMENT:

How Likely How Serious

CONTROL MEASURES

. The Manager will en nned to ensure safe
access/egress and o for Employees to work at
heights.

. Where requir i eive instruction in the use of
safety equipm

o Warning g i access signs must be displayed to

embers of the public being injured.

2 not used as work platforms
0 be checked for damage before use

aWer possible mobile scaffold towers with out riggers
should be used.
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4.11 Bar, Cellar and associated

Hazards:

Irate customers
Robbery

Broken Glass
Manual Handling
Chemicals

Bio Hazard

Hot water, drinks

Risk Assessment:

How Likely How Serious

General Control Measures
o Manual Handling training provide

or collecting broken glass.
ed for sorting glass bottles etc for

with Control measures as suggested by the HSA.

Bar Co | Measures
. Provid® equipment so that spills can be cleaned up
immediately

. Identify danger areas where the floor is likely to become
slippery and/or get damaged, e.g. near ice machines. Special
precautions may be needed

o Keep the floor in good condition and repair

. Ensure staff are provided with and wear proper safety
footwear. Consider slip resistance as required

o Check the smoking area at the end of each shift to ensure all
cigarettes are fully extinguished

. Do not put liners into bins in or near the smoking area
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o Keep areas clean and tidy - avoid over-stocking
o Broken Glass Safeguards
o Chipped, cracked or broken glasses should not be thrown
into bins with plastic liners; damaged glasses must be
put into a specified container
o If you find a glass that is chipped or cracked, dispose of
it in the container labelled ‘Broken Glass’
Broken glass should be cleaned up as soon as possible
The area immediately around the broken glass should be
secured
The area should be thoroughly swept and v
Wear cut-resistant gloves when dealin
glass or potential broken glass, e.g. b
o If you accidentally serve a drink i s do
not pour it into a fresh glass b

O O O O O

Cellar/Keg Store Control Measure
Kegs, cases and cylinders must be ha
ylinders and
beer kegs may explode if stored 5 here’s a risk of

alarm system should be i . n of the sensors should
be determined by a co larm must provide
adequate warning to j the cellar and not to enter
the cellar.
o Handle cylind [ are and keep away from heat and direct
sunlight

onnections

unconnected cylinders horizontally and away from the

@at sources. Secure with wedges

. Check regularly for leakage, i.e. cylinders frosted from bottom
upwards or a hissing noise

. Ventilate storage areas

Cellar Hatch Control Measures

Cellar hatches can pose a serious danger and it's very important

that proper precautions are taken.

o Organise so that cellar hatches do not need to be used
frequently where possible.

. Use cellars for storage of items not needed frequently
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Site cellar hatches in low-traffic areas

Do not open cellar hatches during busy periods

Ensure proper lighting around cellar hatches

Never leave an open cellar hatch unattended

Provide a physical barrier to keep people away from a cellar
hatch. Include warning signs as needed

Ensure a safe means of access to the cellar

. Where cellar lifts are fitted, ensure they are properly installed,
guarded and inspected
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4.12 Maintenance
Hazards:

Slips & Falls
Electrocution

Gases and other substances

Risk Assessment:

How Likely How Serious Risk Rati

Control Measures

As a general rule staff do not not carry which they
does not have the necessary knowled i nce to do.

. All instructions in th
o Wherever possible ontractors are to be called to
the bar to deal
. General staff
duties except that they have the necessary
knowledg

ers shall be allowed to work on the gas

echanical fitters to be allowed to work on any
pressure vessels.
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4.13 Kitchen
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 kitchen is under the control

aration, Pastries, Café
Prep and A La Car [ their own area.

. Wash up is sep reas.

is j ter for food safety and

d operate ovens and catering

o All ed . edule of maintenance as per the
mendations.

o Rpression is in place over the cookers.
o brovided appropriate to the risk.
. ers are proved appropriate to the risk.
. s trolleys and other equipment is used for serving.
. ankets are provided for emergency.
. ing systems are in place on the cold rooms.
o Electrical power points are placed high to avoid liquids.
. Only suitability experienced chefs are permitted to use the
caramelising torch.
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o Knives:

o All cutting operations will be carried out away from
distraction and from walkways

o Maintain 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.,
with the utmost care

ill be used

o No bladed instrument will be left unatt any time

o Use the proper knife or blade for the T

o Use the knife or blade in a safe angd pro

o Knives will be picked up and ha only

o Cutting will always be perfor

o Sharp area will be kept aw leaning
and drying knife

o Knives will not be left i cannot be
seen

o Once used, all knives
holders/scabbagrds
o Store all kni
ensuring
o Knives

properly (when not in use)
e is protected
0 carry or manoeuvre meats

aintaified in good condition
All electrical equipment is inspected by a competent
erson at least annually

o Behaviour
o Any horseplay involving knives or sharp implements will
be considered as a serious breach of safety policy and
will be subject to disciplinary procedures
o Staff are trained in the use of knives, blades, slicing
machine and sharp objects
o Disciplinary procedures will be instigated against any
breach of this directive
. Staff are trained in the use of such equipment
. Oven gloves are available and ready for use
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. Staff are trained to operate and use machine properly

o Staff are not allowed to bring personal items of electrical
equipment to work

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

Control Measures.
1. Only approved service technicians

Bain Marie.

2. Only staff who are trained m he Bain
Marie.

3. Make sure the Bain Marie

4. Make sure you know h ent properly

and safely before use, a

uld possibly burn you
to Chef/Restaurant Manager
Ifunction

use wet cloths to lift hot containers
Amoving containers out of Bain Marie take care

@the electric cord for any damage
2. 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:
. Only clean as per the manufacturers in
. Only approved chemicals may be us
. HACCP principles to be followed a
. Ensure all food waste is remove [ a as well
as the surfaces of the Bain Mgrie.
Ensure power is off for cleagi
. Be aware of hot surfaces a
. Only staff who have receive

cleaning.

AOWNR

Points to Rememb
1. Always wear
2. Be careful of h
3. Be awar;
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Coffee Dispensers

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
coffee

2. Make sure that the tap is closed

3. Plug in power and adjust temperature gauge - chec
damage and keep clear of any heat.

4. Do not place hands in or near hot water

5. Ensure “Caution Hot Water” sign is in plac

ord for

Training:

Training given by:

Signatures of staff receiving

Name in block letters | Si

as th&surfaces adjacent.

5. Ensure 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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Deep Fryers

Hazards Include

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

Electricity

Fire

Control Measures.

. Deep fry baskets and tongs to
. Make sure the correct tempe
. Do not spill water into hot oil

. Only approved service technicians may install servicg the Fryers.

Fryers to be positioned so that staff are not likely to
passing people, service trolleys, etc.

Only staff who are trained may operate or clea
Ensure that the fat is up to the safe operatj
Ensure that the gas pilots are operating

struck by

and safely, and become familiar wi
instructions

Do not add wet food
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Training given by:
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Safety Statement

Signatures of staff receiving training

Name in block letters

Signature

Date

Cleaning:

1. Clean up hot fat/oil with w
cover with salt if not able
2. Only clean as per the manu
3. Only approved chemj
4. HACCP principles
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Electric Fly and Insect Killers
Hazards Include

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

Infection

e

Control Measures.

Only trained technicians may service ma
Electricity will be isolated before cleaning
Only trained employees may carry out cle
Cleaning will be carried out strictlyi
manufacturers instructions.
A suitable steady platform wi
cleaning.
6. Ladders will be checked f
7. Rubber or disposable g
8. Never sweep debris dow
sweep into a dustgan.
9. Dispose of all

LN

ul

Training:

Training given

Signature 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 pastry 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 seryice the
Processor.
. Only staff who are trained may operate or cl rocessor.
Processor to be placed on a solid non vibrati
Become familiar with the Manufacturer’s,i
. Check the flex for any faults
. Check that the beating arm is prop
Make sure that you know how to
correct manner before use
. Check that the bowl and atta
place before starting the
8. Do not put any arms, hand es, scrapers into
the bowl when the chine i
9. Turn the power of

CUAWNE

N

the Chef/Food Service

Training:
Training given

Date

Cleaning:
1. Only clean as per the manufacturers instructions.
2. Only approved chemicals may be used.
3. HACCP principles to be followed at all times.
4. Ensure power is off for cleaning.
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 aware of possible spills on the floor and trip hazards.
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Rings

rds Include
Burns

2. Traps and catches on the doors

3.

Slip and fall from food on the floors

Control Measures.

4,

N WU,

9.

10.

11.
12.
13.
14.
15.
16.
17.

. Only staff who are trained may operate or clean t
. Gas - ensure pilot light is on properly
. Gas - auto shut off for gas leaks in place.

Only approved service technicians may install service the
ovens.

rings.

Make sure you know how to use this equi and

Manufacturer’s instructions

Do not lean across the gas burn
Do not carry hot food arou chen; use a serving

trolley where possible.
Keep clothes tight an
Ensure fire blanket is |
Do not rush or

Ensure s are fully shut down at the end of
service.

Signatur f staff receiving training

Name in block letters | Signature Date
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Cleaning:

1.

Nou

Points to Remember
1. Always wear your gloves and aprons whgn cle
2.
3.
4,

. Only staff who have received chemical cleaning

Only clean as per the manufacturers instructions.

2. Only approved chemicals may be used.
3.
4. Ensure all food waste is removed from the ring area as well as

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.

y carry out

cleaning.

Be careful of hot surfaces.
Be aware of possible spills on the fi and
Do not lean across the rings.
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Training

Training given by:

ABC Company
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Glass and Dishwashers

Hazards Include

. Broken glass and crockery.

. Hot surfaces.

. Chemicals

. Manual Handling

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

AU P, WNE

. Only trained staff may use the machines.
. Only qualified technicians may service the
. Anti flood and leak systems installed onthe
. Interlocks on the doors to prevent op [
. Try to position the machine to avoi
lifting by staff.
. Machine to be placed so that the r does not present
trip hazard to passers by.
7. If possible place the machi [ feet off the
floor.
8. Ensure the machine j
technicians only.
9. Interlocks are t day before first use.
10. Rubber be checked weekly to
prevent leaks to be replaced as per manufacturer’s
instructig

P wWNE

(o)

intained by qualified

d up immediately.
arked by yellow men warning signs.
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Signatures of staff receiving training

Name in block letters | Signature Date

Cleaning:
1. Machine is to be run on the cleaning
manufacturer’s instructions.
2. Only cleaning products approve
used.
3. Only staff who have receiv
from Johnson Diversey ma

r may be
ing training
Points to Remember

1. Never reach int ing@ through the plastic strips.
ndling training when putting
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Griddles

Hazards Include
Hot surfaces.
Food spills

Slips and falls.

Control Measures.
1. Only approved service technicians may install service the
Griddle.
1. Only staff who are trained may operate or clean t
2. Make sure you know how to operate this maghi
and safely before use, and become familiar
Manufacturer’s instructions.
. Light gas pilot Make sure this machin
. Turn flame down to required heat
. Do not touch the grills at any ti
very hot
6. Don't reach over the hot sur
close to the body.

Griddle.
perly

u bW

Training:
Training given by:

Date

principles to be followed at all times.
all food waste is removed from the Griddle top.
. Ensure power is off for cleaning.
6. Allow the griddle top to cool down before cleaning.
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 cleaning.
2. Be careful of hot surfaces.
3. Be aware of possible spills on the floor and trip hazards.
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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 t

3. Do not place hands under the gas flames

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

5. Be careful of spitting fat and grease.

6. Avoid spilling grease on the floors i

7. Ensure that relevant fire extinguj

Training:
Training given by:

Signatures of staff recejui ing

Name in block letters ig Date

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.

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.

. Always wear your gloves and aprons when cleaning.

. Be careful of hot surfaces.

. Be aware of possible spills on the floor and trip hazards.

5.
6
7

AP WN
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Hot Carving Lamps

Hazards Include

1.
2.

Hot surfaces - burns
Electric leads and power points

Control Measures.

1.

5.

6.
7. Old lamps/bulbs must be return i correct

Training:
Training given by:

Signatures of staff re

2. Only staff who are trained may operate or clean the lamps.
3.
4. Lamp bulbs must only be changed when the

Only approved service technicians may install service the
lamps.

Only staff who have been trained may change la

down
Make sure you know how to use this equi
safely before use

Do not touch anything on the machi

disposal.

Name in block lett

Date

immerse any of the units in water.

. Only Mean 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.
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Hot Plates

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

Control Measures.
1. Only staff who are trained may operate or clean the
various food specific cookers.
Make sure the equipment is assembled correc
Make sure you know how to use this equi operly
and safely before use, and become famili i
Operating Manual
Do not touch anything that could
Do not immerse the unit in wat
Be careful not to spill liquids
Ensure there are no trip haza ould cause a person
to fall against the hot pla
Do not lift hot plates af
down.
9. Only staff who arg.traine
10. Only staff w

W N

Nouns

@®

ay op@tate or clean the lamps.
rained may change lamps
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Training:

Training given by:

Signatures of staff receiving training

Name in block letters | Signature Date

Cleaning:

. Only approved chemicals
. HACCP principles to be foll
. Ensure all food waste is rem
surfaces of the hot
Ensure power is
. Be aware of ho
. Only staff w
cleaning.

-wa!—L

Points to B
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Ice Makers
Hazards Include

1. Cold surfaces.

2. Chemicals

3. Manual Handling

4. Slips and falls from spilled liquids.

5. Trips and falls from open doors.

Control Measures.

1. Only trained staff may use the machines.

2. Only qualified technicians may service the ma

3. Anti flood and leak systems installed on the m

4. Interlocks on the doors to prevent open r i

5. Try to position the machine to avoid exc

lifting by staff.

6. Machine to be placed so that the

present trip hazard to passers b

7. If possible place the machine

floor.

8. Ensure the machine is ins i ed by qualified

technicians only.

9. Interlocks are to be che

10. Spills are to be im iately.

11. All spills are rke@by yellow men warning signs.
Training:
Training given by:
Signatures of sta ng training

Name in bloc Date

e is to be run on the cleaning cycle as per the
manufacturer’s instructions.
2. Only cleaning products approved by the manufacturer may be
used.
3. Only staff who have received the chemical cleaning training
from suppliers may clean the machine.
Points to Remember
1. Always remember your manual handling training when putting
trays into the machine.
2. Be aware that there may be spills on the floor.
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Liquidiser Soup gun

Hazards Include
1. Entanglement
2. Electrical shorts
3. Slips and falls from spilled food
Control Measures.
1. Only approved service technicians may service the
liquidiser.
2. Only staff who are trained may operate or cle
Liquidiser.
. Make sure machine is assembled correctl
. Care must be taken of sharp blades whe
. The blades of this machine are very
when handling the blades so as n
. Become familiar with the Manuf,
. Check the flex for any faults
. Make sure that you know ho te the machine in a

the

uph W

0NN O

9. Ensure there is no dan

10. paddles, scrapers
into the soup urn i

11. Turn the po ort to the Chef/Food Service
Manager in i

Training:
Training given by:

Date

Cleaning:
1. Only clean as per the manufacturers instructions.
2. Only approved chemicals may be used.
3. HACCEP principles to be followed at all times.
4. Ensure power is off for cleaning.
5. Only staff who have received chemical cleaning may carry
out cleaning.

Points to Remember
1. Always be aware of those around you.
2. Be aware of possible spills on the floor and trip hazards.
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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 uge it.
3. Emergency stop on the machine must always be

before use.

4. Sliding back guard must always be in place.
5. When cleaning the blade only carry it wj
6. Do not leave the blade submerged w

water.

7. Blade must always be sharp, blu e meat to
jump.

8. Do not leave the machine un [ ed on.

9. Ensure the machine is pla i the operator
will not be bumped by any i rolleys, people,
etc.

Training:

Training given by:

Signatures o

Date

Name in bI S

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

Points to Remember
1. Check the emergency stop before using the slicer.
2. 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 doo als are
not effective or the protective mesh behind
panel slips.

Control Measures.
1. Do not use a domestic model oven
Have the microwave oven regul
engineer. Do not take the back

2. The single most important ut food in a
sealed container in the ov

0 cook food for longer than necessary. Take care when

ng the timer.

Yhen cooking foods with a high sugar or fat content, for
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 I 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 be @ed in a
microwave oven. Most cooking thermomete i
mercury and may cause “arcing”, malfuncti /O@damage
the oven.

16. Plastic bags must always be piegge
heating in a microwave oven. Thi ow steam
to escape during cooking.

17. Newspapers must never be
since they may ignite.

18. Paper towels which ¢
fibres woven through them

TRAINING:
Training record:
Training given by:

Date

Staff shoWld be properly trained to use a microwave oven. The
need for th& 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 pagticularly
important that the oven door close properly and t there is
no damage to the (1)door(bent),(2)hinges a
or loosened),(3)door seals and sealing surfa

4. The oven should not be adjusted or repaired
except properly qualified personnel.

REMEMBER
1. Do not put metal-decorated dishes j
2. Do not put metal dishes in the micr

3. Do not cook eggs in their she
4. Always pierce clingfilm coverin before cooking
5. Remove lids from jars containers before you

put them in the micr

specially manuf
. Keep the inside of the oven and the door clean.
. oes not close properly.
e switch. Do not use the oven if it
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Ovens

Hazards Include

1.
2.
3.

Burns
Traps and catches on the doors
Slip and fall from food on the floors

Control Measures.

1.

unhwn

0N O

Training:
Training given by:
Signatures of sta

. Make sure door is closed properl
. Ensure that the correct temperat i g used for the food

Only approved service technicians may install service the
ovens.

Only staff who are trained may operate or clean the ovens.
Gas - ensure pilot light is on properly
Gas - auto shut off for gas leaks in place.
Make sure you know how to use this eqU|pm p&aly and
safely before use, and become familiar
instructions

Stand back when opening doors to

being cooked
. Do not use wet cloths to lif

Date

nly clean as per the manufacturers instructions.

y approved chemicals may be used.

. HACCP 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.

5. Ensure 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.

2WN

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.

Revision number

Date Document owner Approved by Page number

01

XXIXXIXX Manager 1 Manager 2 89




ABC Company
Safety Statement

LOGO HERE

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 prop
Plug in power and adjust temperature gauge - ch
damage and keep clear of any heat, water a i
Place covers on top to keep water hot
Do not place hands in hot water
. Only move soup kettles on serving tr
Do not move soup kettles while ful

ly

cord for

s

®© N oW

Training:
Training given by:

Signatures of staff receiving t

Name in block letters | Si Date

as per the manufacturers instructions.

ed chemicals may be used.

XCCP principles to be followed at all times.

Cnsure all food waste is removed from the soup kettle as

Wll as the surfaces adjacent.

5. EnSure 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 cle
toasters.

3. Make sure machine is assembled correctl

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

5. Do not touch anything on the ma

6. Always use tongs to handle Panj
very hot.

7. Be careful of spilled cheese o round the Panini
machine as they may be

8. Do not immerse unit in

9. Only use the unit for the ch it was

the

designed.
10. Do not reachd coeyer to free blocked food.
11. If food ge f and unplug the unit. Wait

until it co astic tongs to remove the

Training:

Traing

Si of staff receiving training

Name in ck letters | Signature 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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. Only approved chemicals may be used.

. HACCP principles to be followed at all times.

. Ensure all food waste is removed from the toaster area as well
as the surfaces adjacent.

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

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

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

U b~ W

0N O

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 t
4. Never reach into a toaster with a metal j
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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 keep @ear of any
heat, water and oil
5. The outside of the machine is very hot a ot be
touched
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. If hot chocolate is used in the
cleaned on a regular basis

8. Clean according to the cleani

9. As this machine may be

warned that it is dange d@en who might

grab the handle and sca

Training:
Training given by:

Signatures of sta

Name in bloc Date

. Only &ean as per the manufacturers instructions.

. Only approved chemicals may be used.

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.

1
2
3.
4.
5

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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4.14 Purchasing and storage areas
Hazards:

Manual Handling
Housekeeping
Falling stock
Chemicals

Risk Assessment:

How Likely How Serious

Control Measures

. All staff given Manual Handling tr per the rest of the

bar.
o All chemicals stored as per ctions.
. All equipment or materials p@ikcha i in accordance

with CE markings an
o All shelving to be
o Whilst using lad eps, good manual handling
will be practi
and in using t i#0” do not over reach — move the ladder
. Ladders g e base by another person for
prolonged use
shelving rather than use a ladder or
ply prohibited.
mobile steps will be maintained in good condition.

ged ladders and mobile steps may not be used.
. Any horseplay involving ladders or steps will be treated with
the utmost severity.
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4.15 Serious Injuries or Death (Relates to fights etc. among
customers.)

Hazards:
Shock
Distress

Stress

Risk Assessment:

How Likely How Serious Risk Ratin

Control Measures

. General:

a fight of other disturbance
Supervisor may call the

o Death:
require the Gardai to be called.
will continue to call out.

siPund in any part of the premises in an
ent unconscious, injured condition or appearing to
ing from an illness, an Ambulance shall be
mediately.
If the person is unconscious or appears to have passed
away then the Gardai must be called immediately as
ell as the Ambulance.
o The area must be left undisturbed until the Gardai arrive.
o The advice and directions of the Gardai/Ambulance staff

shall be followed once they arrive.
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4.16 Pregnancy and New Mothers

Risks
How Likely How Serious Risk Rating

Control Measures

Staff who are pregnant or breastfeeding will not be required to
perform any duties which are likely to expose them or their unborn
or breastfeeding child to any risk related to their preg
breastfeeding.

A risk assessment will be carried out to assess if t
additional risk.

If any additional risk is identified, suitable pr
be taken to deal with the risk.
Examples of circumstances where a pre heir child
could be exposed to additional risk in :
Shocks, vibration or movement
Manual handling involving rjs
Noise

s will

preg worker from carrying out the work;

yorking conditions on a temporary basis so that the

worker to other work which does not entail risk

e worker or child;

risk cannot be avoided by any other means, give the

leave or additional maternity leave.

e Where additional risk to the pregnant worker or their child is
identified, the worker will be informed of the risk and the
steps to be taken to deal with the risk.
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4.17 Violence and Aggression

Hazards:
Physical injury

Risks Identified

Likelihood Severity Risk Value

Score = Score = Result =

Difficult customers and others such as members of theggeneral
public can expose staff to a risk of violence. The followiN@, steps are
taken by the Business to minimise this risk.

It is the policy of ABC Company not to have
except when this cannot be avoided. In ge

Staff are given the following guidelin

robbery and aggression/violence si

e Always keep aware of cust

become violent or threate

e Never argue or otherwise e eone who shows

signs of violence

e If someone beco iv@or violent, obtain assistance.
Never attempt ctly or to restrain the

person.

. 8P valuable items can expose staff to a risk
gllowing steps are taken by the Business to

b riskY
0 put measures in place to minimise the risks to staff

held;

e Putting appropriate entry and security safeguards in place.

e Staff are given the following guidelines in dealing with
potential robbery situations

e If a robbery is attempted, even by someone who appears to
be unarmed:

e Do not offer any resistance, do not provoke the attacker

e Give the attacker whatever they demand

If and when it is safe to do so, raise the alarm.
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4.18 Cash Handling
Hazards:

Robbery

Physical abuse

Cash Movement Controls

1. Avoid letting large amounts of cash accumulate at reception
2. Perform cash drops regularly depositing cash in afe.

Cash Movement to and from the Bank

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

2. When cash is being moved in or o S, ensure
that the area is thoroughly chec i y/exit

being ambushed in the imm le involved in
the movement of cash sho es and should
anything arouse suspicion, act the Gardai.

3. Trips to the bank, w Id be made by car.

is task - at least two
such persons. or young persons should
not be allow d from the bank.

4. Precautions s in with varying, as much as possible,

the timeg journeys. An escort could carry

ast stages of the journey to the bank are the
likely points for attacks — snatches have been made
customers in bank premises.

7. conveying cash should exercise vigilance and
anything suspicious should be noted and communicated to the
Gardai.

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

1.
2.

3.

4,

5.

Notes:
Stay out of
the securit

Keep calm - do not panic.

Obey - do only what you are asked to do, nothing more and
nothing less.

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
Identify vehicular transp
make of car)
Preserve the scengli t interfere with places where
fingerprints or f,
Hold witness
take details ( dress, phone number) for contact later.

r hands and feet
ation, colour,

t the Gardai.

erve the scene intact. Do not allow interference with

8s where fingerprints or footprints may be found.

HolaWitnesses at the scene until the Gardai arrive, otherwise

take details (name, address, telephone number) for contact

later.

Identify if anyone has been injured. If so, note the type of

injury. Call an ambulance if required.

Put in place any measures to prevent further injury.

Complete an incident/accident report form including:

e Precise details of what happened.

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

e Detailed descriptions of the criminal(s).
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4.19 Waiting Staff
Hazards:

Slips and fall

Manual Handling
Catering equipment
Members of the public

Risk Assessment:

How Likely How Serious Risk Ratin

General Control Measures

All staff trained in manual handling.
All staff made aware of how to deal wi
Cleaning plan in place as part of

Waiting staff checklist
The following list of simpl
checklist to brief staff,
practice. (source HSE)

can sed by managers as a
selves as a reminder of good

Cleaning restaura
Silverware
Always wea#é ey any silver dip or other cleaning

‘s or supplier’s instructions.

cutlery*knives are a risk when left in water-filled sinks
containers.

Wipe kn on the blunt side, with the blade facing away from you.
When carry¥g by hand, point knife blade downwards.

Glassware
When polishing glasses, handle rims with care.
Handle chilled glasses with care; glass is more fragile when cold.

Crockery and service dishes

Do not stack too high; the weight can easily overload shelving and
the pile of crockery may fall over.

Do not overstock service stations (eg dumb waiters); the weight can
overload shelves and drawers.
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Open cutlery drawers slowly (particularly if full).

Laying up
Always check that tables are secure and have been put up safely
before any equipment or food is placed upon them.

Cutlery

Use containers/cutlery baskets to carry cutlery.
Store cutlery in baskets, handle uppermost.
Take care to handle knives by the handle only.

Glassware
When laying up for large numbers, use purpose d kets or
trays to carry glasses.

Pick glasses up by the foot or stem.

Do not bang the glassware together as t
internally.

Carrying trays and lifting loads
Distribute crockery and cutlery
Carry only the weight that feels s
Ask the supervisor for helpyj r awkward loads.
Know where the load is

Coffee machines
Only operate y

Ully trained.

s away from heat and direct sunlight.

pufacturer’s or supplier’s instructions when filling
equipmentWrith spirits or replacing gas cylinders, including what to
do if they start leaking.

Use matches and tapers when lighting candles and heaters.
Position candles and burners well away from table decorations,
curtains, fabrics and bar spirits.

Staff dress

Footwear

Wear stable, properly fitting footwear to reduce the risk of slips,
trips and falls.
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Footwear that covers the foot will delay heat penetration onto feet
from spilt hot liquids.

Clothing

Do not wear long, trailing skirts as they increase the risk of trips.
Do not wear loose, long sleeves as they can catch on door handles
and the backs of customers’ chairs or catch fire from candles.

Hair
Tie long hair back or pin it up at all times to prevent it:
coming into contact with naked flames (e.g. flambé wo
and indoor fireworks);
or

candles

caught on backs of chairs;
or
- becoming caught when passing thro

Food and drink service
Swing doors

Ensure you are aware of entry an i ouble swing doors
are in operation or, if therg are no Qi s, be aware that there

body (and not the .
If there is a single swing door, if possible check that no-
one else is conad

y on the tray.
liquids in the centre of trays to ensure spillages
and not over you, other staff, customers, or on

Carrying liq@ids
Do not overfill containers (e.g. soup tureens, pots of coffee or tea).
Carrying hot dishes or plates

Use a dry, thick, clean cloth (wet cloths transfer heat quicker and
increase risk of burns).

Warn customers (especially children) if plates, soup bowls or pre-
filled mugs and cups are hot.

Pay particular attention if carrying hot dishes or plates up stairs.
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Sparkling wine

After removing foil, keep pressure on cork with cloth-end or thumb,
while removing wire clip.

Then cover with cloth and ease out slowly (to control release of
pressure from the bottle) by turning the bottle not the cork.

Dumb waiters
Only use after instruction by supervisor/manager.
Never override interlocks.

Customers
Be aware that customers (particularly children) m
or move their chair back just as their meal is bein
If space is tight when serving, ask the custo
move to one side.

If silver-serving, make sure hot surfaces
Watch out for handbags, briefcases a
Know what action to take if dealing wi
or aggressive.

Spillages
Clean immediately if thereg
close the area off until ital

Clearing away fr
Never use a broken
Ensure the traygi

with Both hands, especially if it is heavy or fully

he weight that feels safe and comfortable, four covers
alone of manh-course dirty crockery, cutlery and tray can weigh 7
kg.

Stack plates of the same size together.

Never stack cups more than two-high.

Place similar cutlery together on the tray (to avoid risk of cuts when
sorting prior to washing).

Use a separate tray to clear glasses.

When clearing without a tray, stack crockery on arm in balanced
layers, positioning cutlery securely.

Do not load up more than can be carried securely or comfortably.
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When removing rubbish, check that cigarettes and cigars are out
and disposed of in separate metal bin with no paper.

Dispose of any broken glass or crockery in a separate designated
container, taking care while handling.

End of service

Flambé lamps must be turned off when not in use.
Make sure that candles are snuffed out.

Check area for discarded cigarettes.

Switch off electrical equipment.

Do not stack chairs and tables above chest height.

Do not stack furniture on fire escape routes, in cosidors @ behind
doors.

Emergencies

Know what to do in the event of an acci , fire

emergency.

N\
&
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4.20 Restaurant (Serving area)
Hazards:

Irate customers
Robbery

These hazards are also relevant for the Wine Bar
Slips and falls - see also section 4.4 on Housekeeping
Manual Handling
Chemicals

Broken glass/crockery
Heat - Food/Utensils, etc.

Risk Assessment:

How Likely How Serious
3 4

Control Measures

. Manual handling training is he rest of the
Restaurant.
o Chemical training j d bYaour suppliers.

Housekeeping a
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PART 5

ANNUAL REPORT

ABC COMPANY

SAFETY STATEMENT

The following is a report of progress with our Health an®@Safety
Policy as required by Section 12(6) of the Safety Ith Welfare
at Work Act 2005.

SAFETY TRAINING;

During the year, the following safety t in urses were run:
1

2

3

External safety and h cours ded by our staff included:
1
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Safety Statement Document Review

ABC COMPANY LTD

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 ate of
Review for Company Changes date

%
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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 Signature Da

2
&

Q-
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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

Concern re ion to be carried out

Concern documented and resolved

Name Position

Date Time
Revision number | Date Document owner Approved by Page number
01 XXIXXIXX Manager 1 Manager 2 110




ABC Company
Safety Statement

LOGO HERE

A2. Fire Drill Programme xx/xx/xx/9

Date Arranged by Comment

Q
Qg,
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A3. Fire Drill Records

A Fire Drill must be held twice per year

Date: Conducted By:

ABC Company

Safety Statement

DID ALL STAFF ATTEND THE DRILL?

WERE ALL PROCEDURES FOLLOWED?

WHAT ISSUES AROSE?

RECOMMENDATI%A

M SI TURE:
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Accident Report Form

Location: Department:

Date of Accident/Incident: Date of Review:

Management present:

Injured Party Details

Nature and extent of actual or potential loss
§ property, process or the environment
—

o
()
| -
-}
)
(18}
pa

Description of the Accident/Nlci at, how, when)
c
Qo
e
a
| -

O
2]
()
)
(2]
Q
2]
-]
(o}
@]

Distribution of investigation information organisation wide and
statutory reporting / reply:

Reporting |Recommendations
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PART 8 Related Policies

8.1 ABC Company Environmental Policy

ABC Company will seek to promote the conservation and
sustainable use of natural resources and to minimise environmental
pollution in all their activities and, where possible, by it's influence
over others. The objective will be to minimise the environmental
impact of all operations.

Consideration will be given to substitution of pollujs
with "greener" alternatives wherever possible. Ste
minimise smoke, dust, noise, and vibration ngi ntial
for which will be identified during the asse

All waste disposals shall be carried ou
removed to registered disposal sitegs.
to demonstrate compliance with th le waste shall

Liquid pollutants will not
storage will be bunded

atercourses. All liquid
is a risk.
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ABC Company are an equal opportunities Employer & thus, as laid
out in this policy, seek to comply with all legal regulations &
directives with regard to dealing with individuals or groups in a fair
& legal way.

It is the policy of ABC Company to deal (employ, pay, consult,
interview, speak to, and write to etc.) with any person/s equally &

with dignity Regardless of disposition:

disadvantage any of
person/s will be re
legal basis.

It is the ovey
fair to all.

Gender
Race
Colour

Creed (Religious Persuasion)

Nationality

Disability or Physical Impairment
Financial Status

of their
ies & w

, sexually harass or

disposition, that
ill be dealt with on a
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