Hospitality Ulster

STEP 8: HEALTH & SAFETY


Instruction & Learning

MENTOR: In this section you must take care to ensure that all health and safety matters are addressed with the employee; that they understand what to do in the event of a fire; were the emergency exits are; that they must report any faults / hazards; that they know where the emergency manual is kept and that they exercise their own responsibility to act safely at all times; 
EMPLOYEE: You must ensure that you follow advice and safety instructions at all times; you are responsible for acting safely for your own protection and for the protection of your work colleagues. 
Objectives:

On completion of this module, you will have an awareness of:
The Health and Safety policy

The guidelines currently in place for chemical use

The correct manual handling procedures

Where the crisis manual is located and how it should be used.

Health & Safety within your outlet

Risk assessment:

Without knowing it, everyone will have completed a risk assessment; 

EXAMPLE: when you cross the road you look to see if the way is clear before you cross; that is an assessment of the risk so that you can cross the road in safety; This is basic common sense – apply the same principle in work, if something looks unsafe to you, it probably is so bring it to the managers attention and ensure that you warn other staff:

In a risk assessment we must:

Look for hazards

Decide who might be harmed 

Evaluate the risk 

How have we controlled the risk or what measures do we have in place that help prevent a risk become a hazard; what further controls do you think we need 

Record actions and findings 

How we look at Risks & Hazards

	RISK RATING CRITERIA/GUIDANCE

	H – HAZARD RATING

4. Imminent danger, hazard has potential for causing death and/or serious damage

3. Hazard has potential to cause serious injury/illness/disease

2. Hazard has potential to cause injury/illness/damage not of serious nature

1. Hazard is unlikely to cause   injury/illness
	L – LIKELIHOOD

4. Highly likely, likely to occur immediately

3. Probable, will occur in time

2. May occur in time

1.   Unlikely to occur




NOW LOOK AT THE FOLLOWING PAGES TO SEE HOW A RISK ASSESSMENT IS CARRIED OUT!

Example of a Completed Risk Assessment

	HAZARD IDENTIFIED

Anything associated with this activity with the potential to cause injury, disease, etc.

List and evaluate each hazard, e.g., falls/ slips, trips, traps entanglement crushing, etc.
	PERSON AT RISK

Employee’s public, contractor’s visitors, etc.


	CURRENT CONTROLS

Training given, supervision on-the job training,  SOP’s, safe systems of work, PPE, etc.
	RISK EVALUATION
	FURTHER ACTION REQUIRED

List any measures to reduce the risk rating figure to an acceptable level, e.g., re-design of the process activity to eliminate risk, substitution, SOP’s safe systems work, inspections, training, supervision, PPE, etc.  Where possible suggest time frames for action and persons responsible for implementing the controls.  Otherwise develop an action plan from this assessment to ensure that the appropriate action is taken

	
	
	
	
	
	
	


Hazard                           Who might       Current      Level                                         Action  

      be harmed       Controls     of Risk

	Entrance & Exits


	Staff & Public
	Illuminated & Clear
	1
	1
	1
	No further action required at this time; entrances & exits to be monitored at all times


MENTOR: Go through the risk assessment process and get the employee to have a go at completing their own risk assessment in the outlet.

STAFF MEMBER: Using the example of the risk assessment above to carry out your own risk assessment 

	Activity 
	Employee Signature 
	Mentor Signature 
	Date 

	Carries out a risk assessment
	
	
	


How WE contribute to workplace accidents

· Not using the right equipment 

· Lack of concentration

· Shortcuts or being distracted by someone else

· Stress at work or being under pressure 

· A false sense of security 

· Tiredness or illness

· Influence of alcohol or drugs 

Remember – you are also responsible for your own safety and for the safety of those around you; YOU MUST ALWAYS ACT IN A SAFE MANNER – NEVER TAKE SHORT CUTS! 

“You need to be constantly aware of potential hazards in your outlet and be taking steps to avoid them”

Workplace Hazards: 

Design of premises

Ensure that you have enough space to walk around safely 


Keep all walkways clear to avoid trip hazards 

Clean all spillages immediately 


Facilities: 

All workplaces should have adequate light, temperature control and ventilation systems

Equipment:

Never use equipment that is broken or faulty 

Always leave equipment in a safe and clean condition 

Report any faults to management 

Stress: 

Can be caused by inadequate training 

Not having the right equipment 

Having too much to do in the time available 

Symptoms of stress: 

Sleeping 

Concentrating

Making decisions

Coping generally 

Slips, Trips and Falls
Over one third of all reported injuries in our industry are caused by accidents involving slips, trips and falls. 

There are around 2000 such accidents per week in the United Kingdom.

MENTOR: Provide information on the potential SLIP hazards in your outlet
	List the potential SLIP hazards in your outlet so that the new employee understands:

1.

2.

3.




MENTOR: Provide information on the potential TRIP hazards in your outlet – please ensure that this information is recorded by the individual
	List the potential TRIP hazards in your outlet so that the new employee understands:

1.

2.

3.




MENTOR: Only complete the following sections if you have been trained to do so: please Inform HR of any further training requirements in these areas!!
	Activity 
	Employee Signature 
	Mentor Signature 
	Date 

	Health, Safety & Risk Assessment
	
	
	

	Method of assessment - Observation


Safe Lifting Procedures: 

Stand as close to the load as possible 

Grip the load firmly 

Bend your knees 

Lift using your legs and not your back 

Keep the load near to the centre of your body 

If lifting with a colleague, cooperate to make sure that you both lift at the same time

REMEMBER: You are NOT PERMITTED and NOT EXPECTED to lift anything beyond your capability – you must act safely; ask for help and use all equipment available to you!

Knife Safety:

Cut on a clean, non-slip surface 

Ensure knives are kept sharp

Pick knife up by handle 

Keep handles clean and non-greasy 

Cut away from your body and other hand 

Carry knives pointing down 

Ensure you have enough elbow room when using knives 

MENTOR: Only complete the following sections if you have been trained to do so: please Inform HR of any further training requirements in these areas!!
	Activity 
	Employee Signature 
	Mentor Signature 
	Date 

	Uses knife correctly if applicable 
	
	
	

	Can demonstrate safe handling techniques 
	
	
	

	Method of assessment - Observation


FIRE SAFETY

Fire can be harmful in three separate ways: 

· Smoke and fumes 

· Heat and flames

· Structural damage

A fire needs three things to ignite and continue to burn:

· Heat

· Fuel 

· Oxygen 

(If one item is missing the fire should be extinguished). 

Fighting a Fire: 

· Cooling – the removal of heat 

· Starvation – the removal of fuel 

· Smothering – the removal of oxygen 

Fire fighting equipment:

· Water – paper, wood, refuse 

· Carbon Dioxide – electrical equipment 

· Dry Powder – suitable for most fires 

· Foam – suitable for most fires 

Fire Evacuation Procedures: 

· Sound the alarm 

· Inform the Duty Manager 

· Evacuate the building 

· Report to the assembly point 

· Do not run 

· Never go back to collect personal belongings

· Do not return to the building unless you have been told that it is 
safe to do so

MENTOR: Please ensure that the employee is informed of and, understands, what to do in the event of a fire; they need to know the evacuation procedure, the emergency exit points and fire assembly points:
EMPLOYEE: Make sure that you are familiar with the safety features of your outlet - 
	Activity 
	Employee 
Signature 
	Mentor Signature 
	Date 

	Is aware of location of fire extinguishers 


	
	
	

	Has completed a fire drill 


	
	
	

	Is aware of evacuation point 


	
	
	


Dangerous Substances and Chemicals:

How to avoid injuries: 

Wear correct PPE (Personal Protective Equipment)

Follow the correct procedures for working with PPE 

Store chemicals in a locked cupboard away from food and drinks

Do not mix chemicals 

Do not store chemicals in unmarked containers 

Do not use chemicals that you have not been trained or authorised to use

ALWAYS READ THE LABELS

DO NOT USE ANYTHING YOU HAVEN’T BEEN TRAINED TO USE

MENTOR: you must ensure that the employee is familiar with the “Ecolab” in your outlet; You must only provide training if you have received this training yourself; Please inform HR if further training is needed in this area:
	Activity 
	Employee Signature 
	Mentor Signature 
	Date 

	Wash up Area 
	
	
	

	Given training in handling of chemicals 


	
	
	


MENTOR: This section can only be completed if you have received the relevant training in First Aid; Please inform HR if further training is need in this area: You must ensure that the employee is informed of who the trained First Aider is in your outlet, where the emergency manual and first aid boxes are located!
First Aid:

The most critical time to treat someone is immediately following the accident. 

	Activity 
	Employee Signature 
	Mentor Signature 
	Date 

	First Aider 
	
	
	

	Location of First Aid boxes 
	
	
	

	Location of Emergency Procedures Manual 
	
	
	


Internal Recording: 

· Identify where the risks are in the outlet 
· Allow further investigation 
· Identify which tasks, procedures, situations or areas are causing health and   safety problems in the outlet

· Take appropriate action to reduce further incidents 

External Recording: 

· To enable the analysis of health and safety issues across each industry 

· The authority might also decide that certain incidents require further investigation to establish the exact cause and determine who was to blame

Incidents that MUST be reported: 

1. Death

2. Reportable major injury 

3. Dangerous Occurrence 

4. Disease

5. Any injury that results in more than three days off work 

6. Any incident that results in a member of the public needing to go to hospital immediately 

Employer Responsibility: 

Keeping records of all incidents and near misses 

Reporting serious incidents to the local authorities or HSE
Investigating incidents 

Taking steps to prevent them from happening again 

MENTOR: Please ensure that you emphasise this point: that all incidents must be reported; staff take the right details following an incident / accident and that they know who to speak to on the management team

EMPLOYEE: Make sure that you report Health & Safety incidents to your manager at all times:
YOU the employee are responsible for: 

Knowing the procedures and reporting incidents in your outlet 

Providing all required information and filling out forms when necessary 

PPE (Personal Protective Equipment) 

You must wear PPE whilst performing any task for which PPE has been provided 

PPE is any equipment that is worn or used to protect against one or more risks to a persons health and safety 

Failing to wear PPE provided could lead to short or long term health problems 

Employer Responsibility 

Assessing the risk in the workplace 

Taking steps to reduce risk 

Providing necessary PPE

Providing training in how and when to use PPE

YOU are responsible for:

Following training, instructions and notices about PPE

Wearing any PPE provided 

Keeping PPE in good and clean order 

Storing PPE correctly 

Reporting any defects or problems with PPE 

NEVER misuse equipment that is provided for your safety 

Try to use damaged or faulty PPE 

MENTOR: On completing this section you must ensure that the employee knows how to report an incident, and is aware of the Personal Protective Equipment that is available in your outlet!
	Activity 
	Employee Signature 
	Mentor Signature 
	Date 

	Understands reporting procedures 
	
	
	

	Understands own responsibility for reporting and PPE 
	
	
	

	Is familiar with all forms of PPE
	
	
	

	Understands the correct usage of PPE 
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