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SAFETY MOMENT

3 CHECKS

FOR SAFETY

Before starting a job, 

all Sodexo employees 

must stop and think

IF THE ANSWER IS “NO” TO ANY OF THE CHECKS, 

share your concern with your colleagues and supervisor

3 CHECKS FOR SAFETY are three simple and easy to remember questions to

be asked before starting any task. The 3 Checks For Safety can be used by

everyone every day to help us all to stay safe. There is always a safe way to do

any job. If it can’t be done safely then we don’t do it.

DO I KNOW HOW TO DO

THE JOB?

Take the time to make sure you fully 

understand everything you need to be 

safe. Doing the job right ensures your 

safety and the safety of those around you.

DO I HAVE THE RIGHT 

EQUIPMENT?

There is specific Personal Protective 

Equipment (PPE) and tools for each job. 

Be sure that you have all the tools and 

equipment you need to work efficiently 

and safely: for example, a hard hat, 

protective goggles or a pair of gloves 

when handling hot dishes.

IS MY ENVIRONMENT SAFE?

Take the time to make sure you fully 

understand everything you need to be 

safe. Doing the job right ensures your 

safety and the safety of those around you.

CHECK 1 CHECK 2 CHECK 3

Health & Safety Moment
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Risk Assessments

Safe Systems of Work e.g. Standard Operating Procedures 

Training & Supervision

Physical Barriers e.g. restricted access areas

Correct Tools, Equipment & PPE

Safety Walks, Observations/Near miss

3 Checks for Safety

The 7 Safety Nets ▪ Applying to this scenario to maintenance & construction activities

APAC HSE Session – GSA  Get Together September 2019
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Fiscal 2019

Sodexo Footprint in the world at a glance

470 000 
employees

€ 22 billion
FY19 revenue 

67
Countries

#19 
Largest private 

employer 

worldwide

100 million
consumers

served daily

World Leader 
in Quality of Life 

services
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The COVID Risk Assessment

6

To continue providing key services during the Coronavirus pandemic (e.g. healthcare, government agencies, FMCG & 

Pharma etc.), it has been necessary to operate with a level of risk that is higher than would normally be accepted.  The 

contamination risk from Coronavirus is not well understood and the controls that are available cannot completely 

eliminate the risk of infection or reduce it to level where it does not pose some threat.  

In addition to the direct risk of infection, this risk assessment includes secondary hazards such as low staffing levels, 

redeployment of staff and closure/remobilisation of sites. For this reason, all known hazards below are ticked- and the 

controls contained within this risk assessment should be implemented along with our existing site-specific risk 

assessments. In this way, the risk can be controlled to as low as is reasonably practicable (ALARP).

To implement this risk assessment and make it site specific, the Sodexo Global COVID-19 Page should be checked 

regularly and hazards and controls contained in each section should be reviewed and those that are not applicable to 

the site should be removed by deleting the row. The controls contained in the Existing Controls/Safe Systems of 

Work column must then be implemented where applicable or deleted where not applicable. These controls (or other 

site-specific controls added)-must be trained out to ops teams and recorded in the training section below. The Known 

Hazard and site-specific PPE section should be completed, and the risk assessment signed off by the completing 

manager. Any questions relating to the completion of this assessment should be forwarded to the local HSEQ Support.
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Site Risk Assessment – Actual Copy
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Site Risk Assessment – Actual Copy
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Identified Hazards
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A. Infection from Coronavirus 

10

Hazard identified Potential harm L S R Likelihood 

with strong 

controls

Hazard 1: Hazard resulting from Sodexo employees coming into 

contact with potentially infected individuals or viral 

contamination whilst working at a Sodexo sites or travelling to 

different sites

Severe - fatality

Potential infection 

& fatality caused 

by COVID19 

3 5 15 1

Hazard 2: Hazard resulting from Sodexo Cleaning teams coming into 

contact with Coronavirus whilst cleaning a contaminated area
3 5 15 1

Hazard 3: Hazard resulting from Sodexo employees coming into contact 

with potentially infected visitors to a Sodexo site 

(outsourced/subcontractors /suppliers workers, delivery personnel etc.) 

3 5 15 1

Hazard 4: Hazard resulting from tasks that require closer than 1m 

distance between non-symptomatic Sodexo colleagues
3 5 15 1

Hazard 5: Hazard caused by Sodexo delivery drivers travelling to client 

sites where they may be exposed to Coronavirus (E.g. outsourced 

drivers)

3 5 15 1
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A. Infection from Coronavirus 

11

Risk Controls & Safe Systems of Works
▪ All staff are briefed on COVID response guidance 

▪ Symptomatic individuals if reported are advised to leave site. Self-isolation of all symptomatic persons 

▪ Applicable employees should WFH. Travel restrictions & Split team arrangements

▪ Onsite safe distancing - to maintain at least 1-2m distancing whenever possible. Seating/workstations also at 1-2m separation

▪ Floor markings done with 1m separation safe distancing in areas where people may congregate (eg pantry, photocopying)

▪ COVID guidance posters displayed

▪ Avoid F2F Meetings and other replaced by email, telephone, Skype/Teams/WEBEX etc.

▪ Hand contact surfaces on sites disinfected regularly in accordance with the Preventive Disinfection process,

▪ Cleaning frequently to follow govt guidelines & disposal of potentially contaminated cleaning materials 

▪ Hands washing/sanitisation regularly for 20 seconds (posters displayed)

▪ Sanitiser available for staff and visitors (where available but this is not a substitute for hand washing)

▪ Controls identified by site specific RA to be incorporated into Safe Systems of Work & team members are regularly trained

▪ to apply the 3 checks for safety before starting a task- (including ‘is my environment safe’?)

▪ Reactive disinfection process must be adhered to

▪ Every team member must be fully trained, informed & instructed on the outcomes of the RA

▪ The leads / supervisors must be certain that the area to be cleaned has remained undisturbed for a minimum of 12 air changes 

(or a minimum of 72 hours (3 days) if this cannot be achieved). This must be aligned with client. 

▪ Disinfection/cleaning should be outsourced to specialist contractors with relevant RAMS to be reviewed by competent persons
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B. Site Staffing Level 
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Hazard identified Potential harm L S R Likelihood 

with strong 

controls

Hazard 1. Hazard resulting from absence of safety critical personnel due 

to illness and self-isolating-leading to a failure to comply with statutory 

requirements for:

▪ Maintenance of fire systems 

▪ Site emergency response (Fire wardens/Marshals, evacuations, drills 

etc.) 

▪ PPM maintenance on buildings, plant & machinery. 

▪ Lifting equipment Pre-Start up Safety Review

▪ Electrical inspections

Severe - fatality

Potential infections 

& fatalities caused 

by Legionella

3 5 15 1

Hazard 2.  Hazard resulting from absence of safety critical personnel 

responsible for legionella management.
2 5 10 1

Hazard 3: Hazards caused by redeployment of existing site staff (to 

different roles or areas) that they may be unfamiliar with.
Significant 

Disabling/severe 

injury or illness

3 4 12 1

Hazard 4: Hazards caused by redeployment of external Sodexo 

employees from other sites-to sites that they are not familiar with and 

roles they are not trained to carry out.

3 4 12 1
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B. Site Staffing Level 
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Hazard identified Potential harm L S R Likelihood 

with strong 

controls

Hazard 5: Hazard resulting from staff absence due to illness and self-

isolating: leading to remaining staff having to manage:

▪ Excessive workload

▪ rushing 

▪ Fatigue

▪ Stress

▪ Lone working 

Significant 

Disabling/severe 

injury or illness

3 4 12 1

Hazard 6. Hazards caused by temporary increase in use of agency staff 3 4 12 1

Risk Controls & Safe Systems of Works

▪ RA for key activities to identify safety critical processes that are vulnerable to staff absence & implement 

controls in line with site BCP and incorporated into SWP

▪ Site key personnel (Fire wardens/marshals, Hard/soft services teams, etc) identified 

▪ Alternative key personnel on split teams as backup contingency

▪ Use of engineering/maintenance contractors to cover for absence of Sodexo personnel

▪ Global Tech Services guidance as backup  
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B. Site Staffing Level 

14

Risk Controls & Safe Systems of Works (cont’d)

▪ Consideration of site closure if suitable contingencies not available 

▪ Cooling towers & external water features maintained by Landlord –to monitor their PM schedule adherence 

maintenance schedule as top priority

▪ Appropriate guidance/training (including HSE Induction & emergency procedures) for those with a change 

in role or responsibility

▪ All relevant controls trained out as required by site specific general area/task RA & associated safe systems 

of work

▪ All supervisory staff to be trained/refreshed on Sodexo’s 7 Safety Nets

▪ Team members must be trained to apply the 3 checks for safety before starting a task

▪ Work activities considered and decision made whether to Continue, Postpone or Stop the activity

▪ Covid response briefing provided outlining site-specific infection controls

▪ Sodexo drivers (if deployed) to maintain min 1m social distancing (where possible) whilst delivering

▪ Arrangements to be made at client sites to avoid entering sites if possible -minimum interaction

▪ All drivers provided with hand gel and mask. Vehicles are cleaned & disinfected before & after use

▪ Vehicles that have been driven by employees who have subsequently self-isolated should be taken out of 

service for disinfection.
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B. Site Staffing Level 

15

Risk Controls & Safe Systems of Works (cont’d)

▪ Employment agencies carry out pre-employment checks for Covid for all agency workers before being sent 

to sites

▪ Symptomatic agency workers reported are required to leave sites immediately & self-isolate as per local 

govt guidelines

▪ Usual agency training/ induction process to be followed (including all relevant site emergency processes)

▪ All agency personnel to be trained on Sodexo Covid response & controls required by site specific general 

area/ task RA & associated safe systems of work
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C. Substitution of Chemicals & Equipment 
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Hazard identified Potential harm L S R Likelihood 

with strong 

controls

Hazard 1. Hazard caused by substituted chemical products, (caused by 

supply chain problems) including different chemical hazards & PPE 

requirements

Significant 

Disabling/severe 

injury or illness

3 4 12 1

Hazard 2. Hazard caused by substituted tools/work equipment (caused by 

supply chain problems) including different safety requirements and PPE 

requirements

3 4 12 1

Risk Controls & Safe Systems of Works 

▪ All new/substituted chemical products are provided with the SDS and a Sodexo *COSHH assessment

▪ COSHH assessment will include first aid & PPE requirements) are trained to ops team & recorded in their 

training records.

▪ Site/Services leads are advised to report any new/ substituted products that do not have COSHH 

assessments

▪ Team members are to be trained to apply the 3 checks for safety before starting a task

▪ All work equipment used will require site-specific RA in accordance with Risk management)Reg.

▪ All new tools or equipment will be assessed and controls will be incorporated into SWP
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D. Coronavirus Related Closures/Reopening & Re-mobilisation

17

Hazard identified Potential harm Likelihood Severity Score

Hazard 1. Hazards resulting from closure & remobilisation of Sodexo 

sites in response to Coronavirus closure, including:

• Existing Coronavirus contamination

• Growth of Legionella in water systems and other water quality 

hazards

• Expiration of statutory PPM on buildings, equipment and fire/life 

safety systems during close down

Severe - fatality

Potential infections 

and fatalities caused 

by Coronavirus & 

Legionella. Potential 

safety 

3 5 15

Risk Controls & Safe Systems of Works 

▪ Cooling towers/water features maintained under Landlord PM schedule will be monitored by ops leads

▪ FM team is manually flushing shower heads & water cisterns to ensure no stagnant water

▪ Reference Guidance in Sodexo Global SharePoint for guidance

▪ Ops lead is working with Landlord to ensure that the maintenance/servicing/testing of statutory/life safety 

installation such as fire lifts, fire suppression/fire response/ACMV systems, electrical systems are executed as 

planned. 
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E . Mental Health & Wellbeing 

18

Hazard identified Potential harm L S R Likelihood 

with strong 

controls

Hazard 1. Stress & mental health issues caused by change to working 

practice including short staffing and additional pressures created by 

Coronavirus

Significant 

Disabling/severe 

injury or illness

3 4 12 2

Hazard 2. Stress and mental health issues caused by the uncertainty & 

anxiety of the Coronavirus pandemic
3 4 12 2

Hazard 3. Violence and aggression due to reduced service, anxiety and 

fear
3 4 12 2

Controls & Safe Systems of Works

▪ Managers to monitor mental health of team members and take appropriate action where required

▪ Regular team engagement through virtual coffee sessions 

▪ Teams to be made aware of Sodexo Supports Me and how to access suitable mental health support

▪ Regional/Country HR arranged staff get together for sharing/announcement

▪ Sharing of Safety Moments on mental health & wellbeing  

▪ 3 checks for safety to be applied

▪ Avoid aggressive situations & report to manager for escalation
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Regular Pandemic Support from Leadership

19

Activities Supported By Frequency

Onsite toolbox talk/ engagement Site Lead/Services Lead Daily or every alternate day

Virtual engagement to align COVID 

response PPE & consumable update & 

alignment

Regional EHS Lead Every Monday morning

Operations meeting (virtual) Regional Account 

Director

Bi-monthly

Video calls with split teams (onsite & 

WFH)

Site Lead Every Friday 10am 

Ad-hoc engagement (virtual or onsite 

subject to specific arrangement) 

Regional EHS Lead Impromptu

BCP Tabletop exercise Regional EHS Lead impromptu

Monthly virtual team breakfast/coffee 

session (mental health support)

Regional Account 

Director

Last Friday of the month
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Regional HSE Training Since COVID Pandemic

Training Programme Date Attendees

COVID response-PPE donning & doffing (coverall type) + N95 Fit test 6 April Through Video circulation

Pharma EHS Contractor induction 7 April New joiners

Pharma site monthly EHS reporting –

▪ EHS report

▪ EHS inspection

▪ Environmental report

8 April New joiners

Safety observation, safety walk engagement & near miss reporting 6 May APAC team

Safety observation, safety walk engagement & near miss reporting (Mandarin) 13 May China team

Sodexo HSE Induction & Risk Assessment 20 May APAC team

Sodexo Permit to work 17 June APAC team

HSE induction (including refresher) for Sodexo team & onsite contractors 8 July APAC Team

a) Risk Assessment Methodology

b) Application & compliance to COVID Risk Assessment on Return to work 

3 Aug APAC Team

Fire Safety & Fire Mitigation at site 26 Aug APAC Team

Pharma contractor induction & refresher training 4 Sep APAC Team

Pharma monthly reporting & 6 monthly review walk through 8 Sep APAC Team

Sodexo APAC HSE induction & refresher training for staff & contractors 18 Sep APAC Team
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Virtual Refresher Training on Business Continuity Plan
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Quick Share: Return To Work Safely to reinforce Safe Management measures

Sharing with team on how to focus on 

Sodexo’s Safety Net on safe way of 

working as we are no longer doing 

things the way we did.

More attention will be focused on:

▪ Risk Assessment 

▪ Safe System of Works & SOPs

▪ 3 Checks for Safety
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COVID SAFETY Share – Safety Check on Safe Commuting while return to 
work during COVID-19 Pandemic

3 Check for Safety - Check 3: Is My Environment Safe? 

Many are concerned about travelling to & from work locations during the pandemic. 

Here are some practical actions to make our commuting travel a safer & healthier 

experience.

▪ Where taking public transport - consider staggered timing  to avoid congestion.

▪ Try to maintain social distancing while in public transport– if this means standing 

away from others instead of sitting close by

▪ Wearing a face covering if you cannot maintain social distancing 

▪ avoid unnecessary touching of your face during your travel time 

▪ Avoid talking on a phone or to anyone else

▪ Carry a hand sanitizer along when travelling if necessary

▪ As soon as you arriving at workplace or – wash hands with soap & water for a 

minimum of 20 seconds

Team action - team challenge: conduct safety engagement to discuss on how they 

are applying the 3 Checks for Safety under this COVID Pandemic.
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Safety Moment – Mental Health Support -Being More Understanding 

24

The global pandemic has caused everyone to feel 

stressed.  It is important for managers to show empathy 

to their teams.

• appreciating their work (through benefits if possible)

• being open to flexible working hours & breaking 

arrangements

• not reprimanding errors caused by this stressful 

situation (loss of colleagues etc.)

• being there for them & with them with active listening 

and taking action

By TK Low
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Donning & Doffing of Pandemic Response PPE (Onsite & Video training) for frontline

26
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Sodexo APAC House access for clearance

27
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Mandatory Safety Rules when checking in/out of Sodexo APAC House

28

1. Check in and out using SafeEntry at two locations:

i. Level 1 security lobby

ii. Level 2 APAC House

3. Complete the e-health declaration form upon reaching 

and before leaving APAC House

2. Take your temperature twice – once when you reach and 

once before you leave APAC House (record on e-health 

declaration form)

To complete all 3 steps when arriving at APAC House & Before leaving
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Back to office – Safety Guidelines

29
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Back to office – Safety Guidelines

30
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Back to office – Safety Guidelines in Meeting rooms

31

Avoid in-person meetings.

Use online conferencing, email

or the phone when possible.

Follow the maximum room person

capacity in each meeting room.

Unavoidable in-person meetings should

be short, in a large meeting room where

people can sit at least 1.5-2m from each

other.
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Back to office – Safety Guidelines in meeting rooms

32

Space out and maintain safe

physical distancing of 1.5 to

2m at all times. Do not use

demarcated seats in the

meeting rooms.

Avoid handshakes or 

hugs.  
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Washing hand techniques

33
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Space arrangements for safe distancing

34
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Reception at Client offices

35
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Office areas within the pharma manufacturing plant

36



Confidential and proprietary to Sodexo. Do not share or post without proper consent. 

TO

REPLACE

AN IMAGE: 

on the image and 

delete 

then click on the 

photo icon.

Select your photo 

and insert

Resize photo if 

needed by cropping 

and sliding it 

Food preparation in manufacturing plant

37
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Food serving areas in manufacturing plant & Café 
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Virtual Coffee Session with the split teams – WFH & onsite
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BCP Tabletop Exercise
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Working in the pharma laboratory with safe distancing & good safe management measures
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Facilities operations
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On site interaction/Discussions
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M&E Project Installation Works
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In the pharma plant / storage areas
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Client recognition
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SERVATHON 2020 – to fight against hunger

47

Fund raising through the 

conduct of virtual exercise 

program ie yoga, run, 

swim, culinary 

masterclass, e-Auction to 

provide food to the 

needy… this is still 

ongoing despite during 

the pandemic…

http://www.stop-hunger.org/home.html
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Future Direction - Exploring Smart Glass Technology 

On-site team member wears the virtual support 

glasses & uses them to connect with a support 

centre SME

SME interacts with the on-site team member & 

shares relevant documents, images e.g. SOP’s 

with live annotations where required

A support centre SME can view the video feed 

from the glasses through a software portal

▪ Smart Glasses Technology empowers on-site personnel with instant, on-demand access to remote HSEQ experts.
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Benefits

Improved business continuity 

due to reduced turnaround time 

for service delivery

Ease of access to SMEs for 

coaching & technical support

Reduction in carbon footprint

Build HSEQ capability of 

frontline workforce

Improved governance & 

visibility of compliance 

Cost efficiencies due to 

reduced travel

Eliminate delays where smart glasses & remote field conferencing can be utilised 

Business continuity for 

HSE governance and 

compliance activities

Reduction in visitors at 

site mitigating risk of 

exposure

Delivery of HSE

SME support despite 

travel restrictions

DURING COVID-19

Benefits of Smart Glass Technology 
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Safety Moment | The Seven Pillars of Self-Care
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Keep 

learning 

about 

your 

health

Get familiar with 

how your body 

works, what your 

needs are and 

where to find 

health information

Focus on 

your 

mental 

wellbeing

Surround yourself 

with people who 

understand and 

support you. Be 

aware of your 

needs. Balance 

rest with activity

Get active

Regular exercise 

can boost your 

mood, sleep and 

health. Find an 

activity that is fun 

and suits you

Eat well

Getting the right 

nutrients can help 

prevent illness, 

boost energy, and 

help you feel 

better both 

physically and 

mentally

Avoid 

risks

Self care includes 

looking after your 

safety 

Good 

hygiene

Keeping clean can 

help you feel good 

about yourself and 

prevent illness. 

Self care through 

hygiene includes 

hand washing, 

showering and 

brushing your 

teeth

Get help

Get support when 

you need it by 

reaching out to 

your doctor, 

friends or 

colleagues 

• With lives becoming busier, both at home and in work, it is easy to forget to take time to focus on yourself.

• In 2019, the International Self Care Foundation developed the ‘7 pillars of self-care’.

• Incorporating just one of these into your life can support and enhance your mental health and wellbeing.

Maintaining wellbeing during COVID-19 outbreak is key



THANK YOU – Q&A  


