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The Cotwold Hotels 
Redesdale Arms Hotel 
Number Four at Stow 

 
 

 
Welcome to the Cotswold Hotel Group 

 
 
 

 
We are delighted to welcome you to the Cotswold Hotels - the Redesdale Arms Hotel and Number Four 

at Stow Hotel. 
 

Being passionate about delivering excellent customer service, our ethos is to provide all our guests and 
customers with a professional and friendly experience that they won’t forget. 

 
I hope you enjoy being a part of the team and we look forward to working with you. 
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KITCHEN STAFF – EXPECTATIONS 
 

Our kitchen is open throughout the day, serving breakfast, lunch and dinner. You should prepare to 
serve food all day, whether customers have reserved a table or it is a walk in. It is important that we 
have happy, satisfied guests and you have your part to play in meeting those expectations. 
 
Success for you during your work shift will largely depend on your ability to; 

 Follow instructions – if asked to do something by a team member, undertake that task willingly 
and if you don’t understand what is asked of you, please ask. 

 Use initiative – don’t wait to be told what to do. 
 
You can expect to be given guidance at the beginning of the shift on what is required of you that day, 
what your roles will be and the number of bookings. This is called a handover and we do expect you to 
give a comprehensive handover on the change of shift so that your colleagues can work as effectively 
as possible with no confusion. 
 
General tasks, but not limited to; 
 
Setting up work station    Setting up for breakfast 
Cleaning and stocking fridge    Using kitchen equipment 
Cleaning equipment, work surfaces   Operating dishwasher 
Assist with stock take    Recording fridge and freezer temperatures 
Clearing up and disposing or rubbish  Hand washing equipment and crockery 
Setting up for lunch and dinner 
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FRONT OF HOUSE EXPECTATIONS 
 

Whilst in the Front of House, you may be asked to cover Reservations, Reception and Porter. 
‘Reservations’ is the beginning of the guest journey.  It is important to give a great first impression. 
Reception is designed to welcome the guest to the hotel.  Reception staff are most likely the first 
employee with whom the guest will interact with.  It is highly important that as a member of the front 
of house team, you greet with a smile and in a friendly manner. 
A porters role is to assist the guest with the door, luggage and showing the amenities of the room. 
 
Success for you during your work shift will largely depend on your ability to; 

 Follow instructions – if asked to do something, undertake that task willingly and if you don’t 
understand what is asked of you, please ask. 

 Use initiative.  Don’t wait to be told what to do. 
 
General tasks, but not limited to; 
 
Answer the telephone/take messages or transfer calls. 
Welcome guests with a smile    Take room and food reservations.  
Check guests in.      Show guest to room and advise of amenities. 
Ensure guest’s requests are met.    Assist guest with luggage if requested.  
Expected professional standards 

 
 Arrive on time ready for your shift 
 Greet and treat guests in a friendly and professional manner 
 Greet guests coming to the reception 
 Keep work area tidy 
 Will not use mobile phones etc. in public areas 
 Will use appropriate language in and out of reception 
 Will not conduct personal conversations in the public areas 
 Treat all members of the team with respect and professionalism 
 Will be happy and approachable 
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HEALTH AND SAFETY RESPONSIBILITIES 
 

The health, safety and wellbeing of staff and our customers are fundamental to our aim of providing 
high quality hospitality with great customer service.  The achievement of high standard of health, 
safety and wellbeing requires the involvement and commitment of staff at all levels.  This section 
briefly outlines our Health and Safety Policy which sets out the responsibilities we all have to look after 
ourselves and others who are affected by our work activities. 
 
Everyone has health and safety responsibilities but the extent of your responsibilities depends on your 
role.  As an employee you are responsible for: 
 

 Looking after your own work related health and safety and the safety of others affected by 
your work activities. 

 Following safe working practices and carrying out their health and safety responsibilities as 
detailed in The Cotswold Hotels’ health and safety policy and procedures.   

 Reporting accidents, work-related ill-health, hazards and incidents.  Also unsafe working 
practices that could lead to someone being harmed. 

 Taking part in any health and safety training and development as required. 
 Using work equipment safely and in accordance with instructions and training. 
 Making sure that suitable precautions are put into place to protect people from harm when 

organising activities, events or projects. 
 Seeking advice if you do not feel competent to carry out your responsibilities. 

 
The law requires The Cotswold Hotels to protect you from work-related harm.  You also have a legal 
responsibility to look after your own safety and health and that of others affected by your work.  
Following the policy and procedures in place for health and safety will help you to meet your legal 
responsibilities and help The Cotswold Hotels to meet its responsibility to you. 
 
You have a responsibility in law to cooperate with The Cotswold Hotels to help meet its responsibilities, 
so failure to do so could ultimately result in disciplinary action.  More importantly, it could result in you 
or a colleague being harmed.  Your manager will need to discuss why you are having difficulty meeting 
your responsibilities with you and help you to overcome any problems.  Disciplinary action would only 
be considered in rare cases, for example where you knowingly did something that could cause serious 
harm to yourself or others. 
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WHERE TO GO FOR HELP ON HEALTH AND SAFETY 
 

Health and Safety information is displayed on the notice board in various locations throughout the 
hotels or is available from your manager or your Health and Safety Manager. 
 
You should raise any health and safety concerns directly with your manager or alternatively you should 
speak to the Hotel’s Health and Safety Manager.  Their contact details can be found on the “Health and 
Safety Law” Poster displayed in the Hotel. 
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To be read and signed off by all employees before starting work 

Introduction 

Good food hygiene standards are achieved by being aware of things that could cause food poisoning or 
contamination and following the hygiene rules and procedures to prevent them happening. 
These notes have been prepared to help you understand the ‘essentials’ of food hygiene. 
Please study the notes carefully and raise any questions that you have with your Manager. 
When you have read the notes, please sign and date the confirmation slip at the end and return it to 
your manager for their records. 
 

Our Food Hygiene Policy  

A full copy of our Food Hygiene Policy is available for you to read at any time.  Please ask your manager 
where it is kept and make a note of it here: 

 

Health and Safety File 

 

It is a document which contains a signed Statement of Policy and details of everyone’s responsibilities for 
standards of food hygiene, including yours! 

The signed Statement of Policy is displayed here: 

 

On Reception 

 

 

 

 

 

 

 

  

FOOD HANDLERS ESSENTIAL FOOD HYGIENE 



 
The Cotswold Hotels - Redesdale Arms Hotel & Number Four at Stow 

 

 

 

Bacteria 

There are 3 types of bacteria: 

 friendly bacteria (can be used to make foods such as yoghurt) 
 spoilage bacteria (cause food to ‘go off’) 
 pathogenic bacteria (cause food poisoning) 

 

By following good food hygiene practices, food poisoning can be avoided by: 

 preventing contamination 
 preventing growth of bacteria 
 destroying bacteria by thorough cooking or using disinfectants 
 
Bacteria multiply by splitting into 2, then those split into 4 etc. In ideal conditions this can result in high 
numbers of bacteria in a short period of time 
 

 

 

They need 4 basic requirements to grow: 

 Food 

 All bacteria need something to live on - pathogenic bacteria like high-protein foods. If it will receive 
no further cooking, it is called ‘high-risk’ food. Ready-to-eat (RTE) foods do not necessarily contain 
protein, but can transfer harmful bacteria. 

  

FOOD ALERT 
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 Moisture 

 Without moisture bacteria cannot grow, which is why drying food is a safe method of preservation. 
 
 Time 

 Given the right conditions one single bacterium can become millions in hours. They take between 10 
and 20 minutes to multiply in ideal conditions. 

 
 Warmth 

 They love temperatures between 8°C and 63°C. Below 8°C bacteria growth slows down. The best 
temperature for bacterial growth is 37°C (human body temperature). 

 

 

 

 

 

Cooked foods must be chilled as rapidly as possible through the danger zone. This can be achieved by 
using blast chillers, shallow, metal trays, fans or cold water. 
 

Hazard Analysis Critical Control Points (HACCP) 

What is HACCP? 

Hazard Analysis Critical Control Points is a Food Safety Management System that we use to ensure the 
food we sell to our customers is safe to eat. 

It identifies what (and where) things can go wrong (the hazards) and where it 
is critical that we control it for food safety (the Critical Control Points or CCPs).  

You may be asked to assist in the monitoring and recording of CCPs. 

Use a probe thermometer which has been disinfected either using probe wipes or a sanitizer. 

This may involve taking and logging food temperatures including: 

Food Arriving at the Premises 

 Chilled food should be delivered at or below 8°C. If it is above 8°C, then it should be rejected. 
 Frozen food should be delivered at or below –15°C and should be rejected if it is higher this. 

63°C – hot holding (bacteria stop growing) 

8°C – fridge (bacterial growth slows down) 

70°C/2 minutes – cooking (bacteria killed) 

-18°C – freezer (bacterial growth stops) 

Danger Zone! 
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Chilled Storage 

 Refrigerators and walk-in chillers should be operating at or below 8°C and freezers should be at or 
below –18°C. 

 These checks should be carried out and recorded twice a day. 
 If food is above 8°C, you should move it to an alternative refrigerator. 
 If it has been above 8˚C for more than 4 hours then the food must be discarded. 
 
Frozen Storage 

 Freezers should be operating at or below –18°C. 
 If food is above -15°C, you should move it to an alternative freezer. 
 
Cooking or Reheating  

 During every service two temperature checks should be undertaken to ensure that the centre of the 
food has reached at least 70°C for 2 minutes. 

 
Cooling 

 High risk foods should be cooled and refrigerated within 90 minutes. 
 The time and temperature before and after cooling should be recorded. 
 
Hot Holding 

 The temperature of foods which are being held hot should be checked and recorded during every 
service. 

 The foods must be above 63°C.  
 

Ready-to-Eat Foods 

Ready-to-eat foods (RTE) will have no further cooking to kill any bacteria that might be present on the food.   

Examples of ready-to-eat foods: 

 cooked meat and meat products (or raw meat to be used in foods like carpaccio) 
 cooked poultry and poultry products 
 dairy products  
 cooked shellfish (or shellfish which are eaten raw, like oysters) 
 cooked eggs (or eggs to be eaten raw) 
 cooked rice (carbohydrate) 
 washed fruit and vegetables 
 

We must take great care in the handling and storage of these foods - they should be kept out of the danger 
zone temperatures as much as possible and protected from sources of contamination.  
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Control of Cross-Contamination

Contamination is the occurrence of any objectionable matter in the food or food environment.

Cross-contamination is the transfer of bacteria from contaminated foods to ready
direct contact or indirect contact using a ‘vehicle’ such as hands or a cloth.

There are three main types contamination:

1. Bacterial e.g. food poisoning bacteria enter the food
2. Physical e.g. a ‘foreign body (such as a piece of glass) enters the food
3. Chemical e.g. a chemical (such as a cleaning chemical) enters the food
 
We can prevent this by: 

 storing foods correctly (non-ready to eat foods below/away from ‘ready 
eat’ food) 

 using the correct separate equipment such as knives, chopping boards, 
slicers, vacuum packing , mincers  for  RTE and non

 washing hands between handling RTE
 disinfecting food and hand-contact surfaces  (see cleaning section)
 disinfecting the food sink before RTE food use
 only preparing RTE foods in clean areas
 using paper towels to turn off manually operated taps if automatic taps not 
 covering food during storage 
 keeping glass out of the kitchen
 never decanting chemicals into unmarked containers
 ensuring lids are tightly fitted to chemical containers
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Pest Control  

Pests such as mice, rats, cockroaches, flies and ants carry bacteria and can contaminate food. 

You can help us to control the risks posed by pests by: 

 covering food during storage 

 keeping food off the floor 
 keeping food areas clean and tidy by carrying out daily and weekly cleaning 

tasks 
 reporting any sightings of pests and droppings to your manager 

immediately 
 not touching or moving bait boxes 

 

Personal Hygiene 

Bacteria that can cause food poisoning can be carried in our stomachs, noses, throats, ears and hair.  
They can also be present in cuts, sores, boils and spots. 

As dirt harbours bacteria, you must keep your body and clothes extremely clean.  A good personal 
hygiene routine is essential, washing your hair and body at least once every day.  Your clothing must 
also be kept clean and changed every day and, in particular, after handling raw foods. 

 

When you arrive at work you must: 

 Wash your hands 
 put on your clean protective uniform; 
 put on clean, closed shoes/clogs with non-slip soles; 
 keep your hair tied up, if it is shoulder length or longer; 
 remove all jewelry, apart from sleeper earrings and plain wedding rings) 
 cover all cuts/sores/boils with a clean, blue waterproof dressing - these dressings  

should be changed regularly. 
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Hand Washing Procedure 

 under hot running water 
 using anti - bacterial soap 
 only in wash hand basins, not food preparation or washing up sinks
 if you don’t have automatic taps, it is recommended you use a piece of disposable paper towel 

when using the taps  
 use the 6-stage procedure listed below
 drying hands thoroughly is important because wet hands spread bacteria more easily. You should 

use paper towel or hot air dryers. Try to avoid using anything that will re
your uniform. 
 
 

  

1. Rub palm to palm                                                            

2. Rub back of your hands

3. Rub palm to palm (interlocked)

4. Rub backs of fingers

5. Rub all parts of hands

6. Rub both palms with fingertips

Hotel & Number Four at Stow 
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What Not To Do, But Not Limited To;  

 chew gum or eat whilst handling food  spit into food 

 dip fingers into food and lick fingers always 
use a clean spoon  for tasting 

 scratch yourself 

 over-handle food  sneeze over food 

 cough into food  

 
Also… 

 nail polish must not be worn, as it may chip and fall into the food 
 your finger nails should be kept short and clean; no false nails 
 use a deodorant 
 perfume and aftershave must not be worn as it may taint food 
 jewellery must be removed as it can harbour bacteria or fall into food  

 
What Should You Do If You Are Ill? 

As a food handler, it can be extremely dangerous for you, your colleagues and your customers if you 
feel, or have recently been ill. It is essential you tell your manager if you do not feel well and especially if 
you: 

 have been sick 
 have diarrhoea, vomiting or an upset stomach 
 live with anyone who is sick, or has diarrhoea 
 were ill while on holiday 
 have ear, nose or throat infections 
 have infected sores or cuts 
 have skin irritations or infections 
 think you are suffering from a disease that could be passed on through food. 
 

 

 

 

  

  

If you have diarrhoea and/or vomiting you must not handle food and can only 
resume your usual duties when you have been symptom-free for 48 hours. 

Your Manager will advise you. 
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Cleaning 

Remember, dirt carries bacteria and you cannot see bacteria - so all working areas must be kept clean. 

Clean-as-you-go! All surfaces and equipment which come into contact with food should be thoroughly 
cleaned and disinfected after preparing batches of food, particularly raw food either with a detergent 
and disinfectant or a sanitizer which is applied twice.  

Surfaces which come into contact with ready-to-eat (RTE) foods need to be disinfected regularly, for 
example chopping boards, utensils and slicing machines. The best way is for the equipment to be 
passed through the dish washer. Failing that they should be disinfected using sanitizer. 

Some surfaces in the kitchen are regularly touched by food handlers, such as fridge door handles, 
microwave door handles and hand wash basin and equipment sink taps. These should also be 
disinfected regularly throughout the day.  

Disinfectants/sanitizers must be left for the designated ‘contact time’. 

The use of clean, disinfected equipment prevents bacteria spreading to other food, where they could 
multiply and possibly affect your customer. 

Equipment which has been used for raw food must never be used for RTE food unless it has been 
thoroughly cleaned and disinfected. 

Dirt, food waste and scraps which carry bacteria end up in your bins - so bins must be regularly emptied 
and cleaned. 
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Cleaning Procedures for Spills     

Facts 

 A clean and dry, smooth floor is rarely slippery 
 A well-wrung mop will not leave a floor dry. Clean, well maintained squeegees and dry mops will 

speed up drying time on many floors 
 Dirty or greasy dry mops and squeegees spread contamination over clean floors 
 Mopping alone will not be effective on rough or profile floors, a manual or mechanical brush can 

improve cleaning 
 Warning cones will not stop people entering a wet area 
 

Clean Up Spills Immediately 

 Close area and display ‘wet floor’ signage 
 Use absorbent material to soak up the spill (e.g. paper towel, cloth) 
 Avoid wet mopping, as it increases the size of the spill and the slip risk area 
 For greasy spills, use a cleaning solution. Always follow the manufacturers’ instructions. Too 

much of the product may leave the surface slippery from residue.  Too little liquid may leave the 
floor greasy and slippery 

 Dry the floor well 
 Remove warning signs as soon as the spill is gone 

 

Remember To: 

 Organise the workspace so everything has a place 
 Arrange any workflows to avoid ‘bottlenecks in the work process 
 Ensure waste bins are conveniently located so that packaging, waste etc. can be disposed of 

immediately 
 Don’t allow articles to cause obstruction 
 Avoid putting pans, packaging or wrappings on the floor  
 Cover pans and containers before moving them to avoid spillages 
 Wear suitable footwear 

 
I confirm that I have received instruction, understood and will comply with the above on the date 
given. 
 

Signed:       Signed:    

Date:        Date:  
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Food Handler’s Health Assessment Questionnaire 
 

Name of Employee  

Address  

At present, or in the last 7 days were/are you suffering from: 

i) diarrhoea Yes/No 

ii) stomach pain, nausea or fever Yes/No 

At present, are you suffering from: 

i) skin infections of the hands, arms or face, e.g. boils, styles, septic fingers, 
discharge from eye/ear/gums/mouth 

Yes/No 

ii) jaundice Yes/No 

Do you suffer from: 

i) a recurring bowel disorder? Yes/No 

ii) recurring infections of the skin, ear or throat? Yes/No 

Have you ever had typhoid or paratyphoid fever or are you now known to be a 
carrier of SalmonellaTyphi or Paratyphi? 

Yes/No 

Are you a carrier of Salmonella? Yes/No 

In the last 21 days have you been in contact with anyone, at home or abroad, 
who may have been suffering from typhoid or paratyphoid? 

Yes/No 

Countries visited in the last 6 weeks 

Name of doctor  

Address  

 

Tel. No  

The answers to the above questions are to the best of my knowledge accurate and I acknowledge 
that failure to disclose information may lead to termination of my employment. 

Signed  

Dated  
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Food Allergies 

We are legally required to provide accurate information on food allergens which may be present in the 
foods we serve to our customers. 

Please be aware of our policy regarding the handling of customer enquiries 
concerning potential food allergens (e.g. peanuts). If you are in any doubt, 
please ask your Manager. 

Guidance for Front-of-House Staff 

1. If a customer states they have a food allergy, the customer’s condition 
must be taken seriously. Note the foods mentioned by the customer, 
whatever they are. 

2. Go to the designated person who has accurate information about the ingredients present in our 
food 

3. If there is serious doubt about whether a food is free of a certain ingredient, inform the customer 
that you cannot be sure. 
 

Guidance for Chefs 

1. Follow company procedures regarding allergen controls during food preparation (see allergen 
policy). 

2. Ensure you provide accurate information on menu information, if asked. 
3. Ensure allergen information is available and kept up-to-date. 
 
The Law 

We must provide information about allergens to our customers.  
This information relates to ingredients used in the preparation of the foods we serve. This does not 
include substances that may be present through cross-contamination. 
Inaccurate or incomplete information would be a breach of the regulations and could result in 
penalties.  
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What Are The Allergens In Question? 
 

Celery and Celeriac 

 

 

Milk 

 
Cereals containing 

gluten (found in 
wheat, barley, rye, 
spelt and kamut)  

 

Molluscs 

 

Crustaceans 

 

 

Mustard 

 

Eggs 

 

 

Lupin 

 

Fish 
 

 

 

Tree nuts 

 

Peanuts 

 

 

Sesame Seeds 

 

Soya 

 

 

Sulphur Dioxide 
(Sulphites) 

 
 

Our Food Allergies Policy 

We; 
 recognise the potentially life-threatening risks that are associated with food allergies 
 comply with the legal requirements 
 document the allergens present in the food we serve 
 provide clear and accurate ingredients information about the 14 allergens for every dish on our 

menu or unpackaged products and makes sure it is available for all of our customers 
 ensure all members of staff know where the allergen information is kept 
 make sure all staff have received basic training about the allergens contained in our food and food 

allergies, ensure that there are experienced staff available per shift to field customer questions 
 regularly communicate all ingredient changes with our staff and customers 
 put into place an emergency protocol for allergic reactions 
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Providing the Information to Customers 

We collect and maintain the allergen information, which is located here: 

 

 

The people who maintain the information and can provide it are: 

 

 

 

 

We provide a signs to advise customers to ask our staff here: 

 

 

 

Customer Enquiry Procedure 

 

 

  

1
• Staff notify manager or nominated person of food allergic customer

2

• Manager speaks with customer regarding their needs, checks against allergy 
matrix and communicates with kitchen and front-of-house staff

3
• Kitchen staff prepare food using specified recipes

4
• Waiting/serving staff ensure customer receives correct food

5
• Staff continue to check with customer to ensure all is satisfactory

Kitchen & Still Room 

MENUS 

CHEF ON DUTY 

MANAGER ON DUTY 

WAITING STAFF 
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Allergic Reaction 

Emergency Protocol for Anaphylaxis 

If someone is finding it hard to breathe, if their lips or mouth are swollen, or if they collapse, you 
should; 

 Don’t move the person, this could make things worse 
 Keep the person lying down with legs raised 
 Call 999 immediately & state “Anaphylaxis” 
 Check if the customer has an auto-injector & can self-administer 
 Send someone outside to wait for the ambulance & stay with the person until qualified help arrives 
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PLEASE CONFIRM YOU HAVE READ AND UNDERSTOOD THESE NOTES 

 

Ensure your manager has taken you through these notes. 

 

If you understand the information you have been provided with please complete this slip and return it 
to your Manager. 

 

Name:......................................................................................................……………………. 

 

Department:............................................................................................……………………. 

 

I confirm that I have read and understood the Food Allergies Staff Training Notes and understand my 
responsibilities outlined in the Food Allergies Policy. 

 

Signed.................................................................................................................................... 

 

Date:......................………………………………………………………………………………… 

 

This confirmation must be kept with the company allergy training records. 
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WHAT IS MANUAL HANDLING? 
 

 Pick up  
 Put down 
 Pushing 
 Pulling 
 Carrying 

 
 
 
 
 

Always follow these steps when lifting any objects 
 

 DO NOT OVER DO IT – IF IN DOUBT SEEK HELP 
 Plan the lift 
 Make sure the route is clear before you start moving 
 Place the feet, feet apart, giving a balanced and stable base for lifting 
 Do not jerk or shove 
 Lift gradually from floor to knee, then knee to carrying position 
 Hold weights close to the body 
 Lift with the legs and keep your back straight 
 Grip with the palms of your hands not your fingertips 
 Do not change grip whilst carrying the object 
 Do not let the object obstruct your view 

 
 
 
 
 
 
 
 
 
 

 
Do not: 

 Store food or other objects directly on to floor surfaces; 
 Store heavy items at high levels; 
 Stack up items in a hazardous manner or overhang on shelves; 
 Overreach when storing items at a high level 

 
MAINTENANCE  
 
Good maintenance of equipment is vital.  Tell your manager without delay of any defects spotted. 
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THE FIRE TRIANGLE 

 
Only when all three components of the fire triangle are present can a fire start 

 

 
Remove any part of the triangle and the fire dies. 

Keep these three apart and the fire can’t start. 
 

STARVING THE FIRE: 
The removal of the fuel.  This can be a simple process like turning off a gas tap. 
 
SMOTHERING THE FIRE: 
The removal of oxygen – The use of a fire blanket. 
 
COOLING THE FIRE: 
Can be a simple process – The use of water on an “A” Class fire. 
 
 

IN EVERY INSTANCE FIRE OCCURS  
CALL THE FIRE BRIGADE 

(9)999 OR (9)112 
 

ENSURE BEYOND DOUBT THAT THE FIRE BRIGADE 
HAVE BEEN CALLED 

 
 



 
The Cotswold Hotels - Redesdale Arms Hotel & Number Four at Stow 

 
FIRE – WHAT TO DO 
In the event of fire 
 

 Follow published emergency procedures that are posted in rooms and work places. 
 On hearing the alarm evacuate  the hotel 
 It is essential for the fire brigade to be certain that the premises have been evacuated and that 

all persons have been accounted for.  If anyone is known to be missing the Fire Brigade must be 
informed immediately upon arrival. 

 
HOW TO DEAL WITH A FIRE 
 

 DO NOT TAKE RISKS. 
 Shut all doors and if possible all windows in the room where the fire is discovered.  This reduces 

the oxygen source and the risk of the fire spreading. 
 Only use extinguishers if you have been trained to do so. Use the correct type of extinguisher 

for the type of fire.  Make sure electricity current is switched off. 
 If a persons’ clothing is on fire, use a blanket or something similar and wrap it around the 

person who should be laid on the ground to prevent the flames reaching the head. 
 
IT IS YOUR DUTY 
 

 To study this notice and know what to do in the event of a fire.  You should be aware where all 
the hotels fire appliances are, all alarm call points and know how they are operated. 

 Ensure you are familiar with all means of escape in case of fire.  Ensure all landings are kept 
clear from obstructions at all times.   A closed door can hold back the fire for up to 30 minutes 
and help reduce smoke. 

 To do everything in your power to prevent possible causes of fire. 
 

MISUSE OF FIRE EXTINGUISHERS 
 

 Anyone who discharges a fire extinguisher without good cause will be liable to disciplinary 
action and possible dismissal from The Cotswold Hotels.  They will also be liable for meeting the 
full cost of any cleaning or repairs. 
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GOOD HOUSEKEEPING 
 

  Keep escape routes clear and free from obstruction 
 Do not wedge open fire doors. 
 Do not conceal “Exit Notices”. 
 Do not overload electric sockets. 

 
KNOWING YOUR RESPONSIBILITIES 

 
 Raising the alarm. 
 Evacuation of Premises (use nearest emergency exit). 
 First Aid fire-fighting only. 
 Assembly Point 
 Roll Call 
 Liaison with fire brigade 

 
NIGHTLY FIRE CHECKS 

 
 Check all doors are closed. 
 Check kitchen 
 Check bins 
 Dampen down all open fires 
 Extinguish candles 
 Remove all rubbish to external bin are 
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EVACUATION PROCEDURES 
 

1. Raising the alarm 
a.  Know the location of call points 
b. Know how to operate these call points 
c. Call the Fire Brigade 
 
Escape Routes 

2. a.  Know your way out using escape routes 
b. Know how to open emergency exit doors 
c. If in doubt follow signs 

 
3. Assembly Points 

a. Know where it is 
b. It should be well lit 
c. Ensure you report to assembly  point 

 
4. Roll Call 

a. A responsible person will take a roll call of all personnel leaving the premises 
b. Senior person to liaise with Fire Brigade 

 
DO NOT RE-ENTER BUILDING UNTIL TOLD TO DO SO  
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BASIC FIRE SAFETY INSTRUCTION TO INDIVIDUAL STAFF MEMBERS 
 
The instruction shown below has been provided to staff member: 
 
 
Name:                                                                Job Title: 
 
Date:                                                                   Duration: 
 
Instruction was provided by : 
 
Good Housekeeping 
 

 

Knowing your responsibilities 
 

 

Evacuation Procedures 
 

 

The fire triangle 
 

 

Show around escape routes and assembly point 
 

 

Fire – What to do in the event of a fire 
 

 

Hazard reporting 
 

 

Particular instruction  related to hotel/specific duties 
 

 

I confirm that I have received instruction, understood and will comply with the topics 
ticked above on the date given. 
 
Signed:                                                                    Signed:   
 
Date:                                                                       Date: 
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Health and Safety Induction Checklist 
 
Name: Job role: 
Location: Achieved/NA 

 
Day 1 
Welfare Facilities 
Site layout  Toilet/Rest 

facilities 
 Drinking 

water 
 Changing 

room 
 

Emergency Procedures 
Emergency telephone numbers and when they should be used.  
Location of fire exits, assembly point and fire alarm call point closest to usual place of work.  
Emergency evacuation procedure, including fire alarm zones, evacuation marshals and who 
takes charge at assembly point. 

 
Procedure of how to summon first aid in the event of accident.  
Identification of first aiders.  
Where relevant, emergency procedures relating to specific hazardous activities within the 
functional area.  (Gas shut down procedure in kitchen etc.). 

 
Personal Emergency Evacuation Plan (PEEPs) and responsibilities for guests.  
First Week 
Roles and responsibilities. 
Understands own responsibilities and those of his/her manager.  
Received the Health and Safety Handbook.  
Shown the Health and Safety contact list.  
Shown the “Health and Safety Law” Poster.  
Introduced to the Health and Safety Manager and understands their role.  
Reporting Procedures 
Procedures for reporting accidents and other health and safety incidents, including where 
to find health and safety Accident book or incident report form. 

 

How to report premises/safety hazards and health and safety concerns within the 
department. 

 

Procedures for reporting sickness absences or other work related health concerns.  
Communication of health and safety information 
Where to find health and safety information.  
Where to find specific health and safety information for their specific work area.  
How health and safety is communicated within the department.  
Consultation arrangements, including identification of safety representatives.  
The role of the Health and Safety Manager  
Risk and safety procedures associated with work  

Relevant health and safety standards  
Local risk assessments and procedures and where these can be found  
Use of computers (DSE Self -Assessment to be completed and returned to H & S Manager).  
Security/lone working: Procedures for lone working or working late.  
Where relevant, issue PPE and train staff in safe selection, fitting, use and storage.  
Individual health and safety needs 
Reasonable adjustments implemented for those employees with permanent or temporary 
disabilities or health conditions 

 

Training and development needs identified:  
 
I confirm that I have received instruction, understood and will comply with the above on the date given. 
Signed:         Signed:  
Date:       Date: 


