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1.Introduction

An overview of the Safe to Trade process is shown below:

L Customer and workforce feedback .

L Ongoing monitoring .

L Access to COVID-19 advice line .

Business receives Assessor . Business receives media
welcome emaiil reviews your Business receives auit ack
What you get . Y report pack
containing self-assessment, self containing window sticker, certificate,
Pass or Improvements required
FAQ, access 1o e Leaming assessment web pack
Business completes
Business .
thelself ug;\jsés:‘:er:{t eieneh Business closes any non-
What you do EEEILE S A ' conformances
assessment, self assessment remoute audit -
0 o verified by auditor
checklist, health declaration & with S5G auditor
re-opening checks

&——————————  Awaiting Assessment . e Approved —_——»
Safe totrade
register status Improvements

-

required

In order to be awarded the ‘Approved’ Safe to Trade status, there are a
number of actions you need to complete:

e Completion of the COVID-19 Risk Assessment
e Completion of the Self Assessement checklist

e Completion of health declarations for vulnerable people
if working and anyone returning to work after COVID-19 symptoms

e Upload your completed documents to Compliance Centre Documents
module and then email safetotrade@shieldsafety.co.uk to let us
know you are ready for your remote COVID-19 audit to take place.

e Attend the remote COVID-19 audit

e Close any non-conformances raised from the COVID-19 audit

This guide is designed to provide you with step-by-step instructions on
how to complete these tasks.
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2.Where to go for help

There are a number of experts waiting to help you on your Safe-to-Trade
journey:

e Helpline Team
helpline@shieldsafety.co.uk
020 3740 3744 (option 3)

e Safe-to-Trade Team
safetotrade@shieldsafety.co.uk
020 3740 3744 (option 3)

e Software Issues — Customer Success Team
support@compliancecentre.co.uk
020 3740 3744 (option 1)

If you are unsure which team to call, don’t worry any of the above Teams
will be able to help or redirect you depending on your query.
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3.Your username and password

Once your access has been setup, you will receive emails notifying you of
the Compliance Centre login page address, your usename and your
password.

Your username and password will work with Compliance Centre and the
Riskproof App.

The emails will be sent from:

Compliance Centre <noreply@compliancecentre.co.uk>

e User setup confirmation email

Hi I

Congratulations, your user account is now active and you can access Compliance Centre!

Your username is: [N

You will require a password which will follow in a separate email.

Once you have received your password, you will be able to log into the System at the following address:

https://client.compliancecentre.co.uk

We recommend that you save this address in your favourites
in your web browser, so that you will then be able to access the
logon page with just one click.

Once logged in the Compliance Centre App, you will be taken
to your dashboard where you can access and manage all of your modules.

Best regards,

The Shield Safety Group Limited Team

e Password confirmation

Your new password is: [[INGTNRNGG

You can change your password to a more memorable one next time you log into Compliance Centre. You can do this by
clicking on "My Account" which is in the top right hand corner of every page.

Please note that this feature is not available to all users. If you cannot see the "My Account" button please ensure that
you keep this password safe and secure.

Best regards,
The Shield Safety Group Limited Team

If you are unable to find the emails in your inbox, please check they have not been
moved into your 'junk’ folder.
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4.Logging in to Compliance Centre

e Go to https://client.compliancecentre.co.uk

COMPLIANCE CENTRE

SIGN IN

e Enter your username and password and then click ‘SIGN IN’.
Your username will be your email address, your password was sent to you by email
during the setup process.
The username and password works with Compliance Centre and the Riskproof App.

e If you have lost or forgotten your password you can use the ‘Forgotten
username or password?’ link on the login page, to generate a new
password and send it to your email address.

PASSWORD RECOVERY

Please provide the email address that you use to login and
we'll send over instructions on how to reset the password.

Your login email address

REQUEST PASSWORD RESET
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5.Downloading the COVID-19 Risk

Assessment

Once you have logged in to Compliance Centre:

e Click on the 'DOCUMENTS’ option in the left-hand menu.

COMPLIANCE CENTRE ‘ (7] L] -
B

| Overall status  View s s
B “onIToRIN How alculated? + View all annou

0 opan high priority actions ) open actions are overdus

.
o
g
IS
3
O Foadback

Audit

0% of checklists completed in the last 30 days
0 overdue defects 0 checklists due today
. 0 open defects 0 checkiists due tomorrow

Monitoring

0 open cases © cases are over 60 days okd

e In the Documents module locate the latest version of the ‘STTS Risk
Assessment’ in the document list, then click on the options button,
and select ‘Download’ from the menu options.

COMPLIANCE CENTRE v

Documents

-} (+} = 2]

nnnnnnnnnn

Documents App help video

L
e Depending on how you have your browser setup, the file will either
automatically download into your ‘downloads’ folder, or ask you where
you want to save it. Some browsers will also automatically open the
downloaded file for you to view.
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6.Completing the COVID-19 Risk

Assessment

Once you have downloaded the COVID-19 Risk Assessment you can open
and complete it interactively, as the fields allow you to select and type on
screen.

1. Hazard

This risk Ossessment tompite identfies CoNtrols to MIniMize the hazord of COVID-19 spreod

-
SAFE
TO
TRADE
]

COVID-19
Risk Assessment

Template

2. People exposed

Piocse 1k the pecpie who wil be exposed ®

Shield §qfetg

There is no need to print and manually write on it, but you can do this is
you prefer.

Once complete, save it locally then upload a copy to the Compliance
Centre Documents module so our Safe-to-Trade team can review it.

Don’t worry if you're not able to see your documents once you’'ve
uploaded them in Compliance Centre. If you need to check anything, your
site admin will able to see them. And we will go through them with you
when we complete your audit.

When you upload the document please rename as:

COVID-19RiskAssessment_Company_Site_Date_Version
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7.Downloading the Reopening Checklist

Once you have logged in to Compliance Centre:

e Click on the ‘DOCUMENTS’ option in the left-hand menu.

COMPLIANCE CENTRE

) o Overall status B
B MOoNITORIN How alculated? C

.
z
a F
[

g 8
)

oo

]

-4

3

-l

iz

@ Foodnack

e In the Documents module locate the ‘STTS Reopening Checklist” in the
document list, then click on the options button, and select ‘Download’
from the menu options.

COMPLIANCE CENTRE " e b v
Co
Documents
B a
o v
B~
E
STTSO1 - STTS Risk Assessm =
STTSO2 - STTS Reopening Checklist =
Documents App help video s -

e Depending on how you have your browser setup, the file will either
automatically download into your ‘downloads’ folder, or ask you where
you want to save it. Some browsers will also automatically open the
downloaded file for you to view.
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8.Completing the Reopening Checklist

Once you have downloaded the Reopening Checklist you can open and
complete it interactively, as the fields allow you to select and type on
screen.

Reopening Checklist

Compioted

0000

4

o] OOOOOOOE.

4

o o OOi

Nome: Signature:

Position: Dote:  DO/MM/YYYY

N—a“_____ Shield Safety

There is no need to print and manually write on it, but you can do this is
you prefer.

Once complete, save it locally then upload a copy to the Compliance
Centre Documents module so our Safe-to-Trade team can review it.
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9.Uploading completed documents to

Compliance Centre

Your completed COVID-19 Risk Assessment and Reopening Checks should
be uploaded to the Compliance Centre Documents module so our Safe-to-
Trade team can review them.

Once you have logged in to Compliance Centre:

e Click on the 'DOCUMENTS’ option in the left-hand menu.

COMPLIANCE CENTRE

1 Overall status OVl
B MONITORING How alculated? bl

.
o
8
z
&
Ed
3 b
3
o
3
g
3
: z
[ e

e In the Documents module screen click ‘+Add document’ button.

) (7] o

COMPLIANCE CENTRE

C DasHBOARI

Documents
=]
(+]

[ vonTor

a
>
g

iii

Documents App help video 5hos the 1
|
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e In the document upload screen, provide a friendly name for the
document you are uploading, select the Category = SAFE-TO-TRADE
and then click ‘Upload File’ to select the file you want to upload.

COMPLIANCE CENTRE . l: (2] & -
e Documents

B A

o " Add document  Back

Completed Reopening Checks
tegory
SAFE-TO-TRADE '

Document/File

@ Assign to all locations

ly locations at the following df

e Once you have selected your file the upload will begin, it will then
display the filename under the ‘Uploaded File' title. Click the ‘Add’
button to submit the form and complete the process.

COMPLIANCE CENTRE

Documents

© INE Add document + Bac

Faedback

e Your newly uploaded file will then appear in the document list along
with the original documents.

4 ADD DOCUMENT

- Completed Reopening Checks

STTSO1 - STTS Risk Assessment

STTS0Z2 - STTS Reopening Checklist

STTSO3 - 5TTS Audit Appeal Form
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10. Installing the Riskproof App

The Riskproof app is available for Android and Apple devices.

Search for ‘Riskproof’ in Google Playstore or Apple Appstore.

18:107

@ T E
@ play.google.com 2 £ Search
= Riskproof
oearch Dynamic Risk Indicator Ltd
Riskproof
Dynamic Risk Indicator Ltd  Business @ fﬁ
H reci3
kARG L 5.0 %k kkk 4+
What's New Version History
[ Add to wishiist s
Version 1.0.461 1w ago
& You dorit have any devices

Bug fixes and improvements.

Preview

store all your safety
XCH It's the ideal tool for

e Download and install the Riskproof App on to your device.
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11.Logging in to the Riskproof App

e Run the Riskproof App by tapping on the icon on your device

)

e Enter your username and password and then click ‘SIGN IN’.

Your username will be your email address, your password was sent to you by email
during the setup process.
The username and password works with Compliance Centre and the Riskproof App.
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12. Completing the Self-assessment checks

in the Riskproof App.

Once you have logged in to the Risk Proof App you will be presented with
the 'STTS - Self Assessment’ checklist.

e Tap on the 'STTS - Self Assessment’ checklist to start recording your
responses

SCHEDULED CHECKLISTS

) e
TR 1. Secial Distancing

2. Health of Employees

3. Handwashing
STTS - Self Assessment

4. Cleaning

5. Management and Documentation

6. Personal Protective Equipment (PPE)

e Tap on one of the sections to reveal the associated checks.
All checks are mandatory, every question in each section must be answered.

1. Social Distancing 1. Social Distancing

2. Health of Employees Detail your social distancing measures for
employees and customers. Upload further
evidence of the measures to the Documents

3. Handwashing Miodul
odule.

4. Cleaning
5. Management and Documentation

& Personal Protective Equipment (PPE)

2. Health of Employees.

3. Handwashing

4. Cleaning

5. Management and Decumentation

6. Personal Protective Equipment (PPE)
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e You can work through sections and checks in order, or collapse and
expand sections to respond to checks in any order.

STTS - Self Assessment STTS - Self Assessment

1. Social Distancing
2. Health of Employees
2. Health of Employees
3. Handwashing
What is the procedure when an employee
displays symptoms of COVID-19? 4. Cleaning

What cleaning and disinfection process and
products do you use on food and body
contact surfaces?

What do you do when an employee/customer
has COVID-19 symptoms?

Have you uploaded to the Documents Module
the safety data sheets for the disinfection
chemicals you use?

v
How do you ensure employees are fit E
to work?

e If you answer No (x) to a Yes/No check, you will be presented with an
additional action screen, you will be expected to provide a reason and
select a due date for which you should complete the action by, then
tap the Tick icon to save the action. It will then be logged against the
check

23:01 w FTE 23:07 wTe

x ACTION REQUIRED

Have you uploaded to the
Documents Module the safety
data sheets for the disinfection

chemicals you use?

Answer given

Reason for answer

Due date

1DAY 3DAYS 7 DAYS

ATTACH PHOTO

ACTION REQUIRED

Have you uploaded to the
Documents Module the safety
data sheets for the disinfection

chemicals you use?

Answer given

Reason for answer

m

Due to upload data sheets tomorrow

Due date

3DAYS 7DAYS CUSTOM
ATTACH PHOTO

STTS - Self Assessment

Have you uploaded to the Documents Module
the safety data sheets for the disinfection
chemicals you use?

“ o
[ Due to upload tomorrow

Have you uploaded to the Documents
Module, a copy of your COVID-19 cleaning

schedule?
- S
5. Management and Documentation (]
6. Personal Protective Equipment (PPE) (-]

pri v MARK COMPLETE

e Once you have responded to all checks in all sections (with or without
actions), the ‘Mark Complete’ button will appear. Tap this button to
save all your responses and submit the Self Assessment.
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STTS - Self Assessment

Have you uploaded to the Documents Module
the safety data sheets for the disinfection
chemicals you use?

n v

Due to upload tomorrow
VIEW ACTION DETAILS

Have you uploaded to the Docurments
Module, a copy of your COVID-19 cleaning
schedule?

]

5. Management and Documentation [-]

6. Personal Protective Equipment (PPE) (-]

' MARK COMPLETE

e You will then be returned to the main screen, which will no longer
show the 'STTS Self Assessment’ checklist as it has been completed.
You can however toggle the view to show/hide closed checklists to
double check it has registered as being complete and submitted.

@ SCHEDULED CHECKLISTS ae SCHEDULED CHECKLISTS a SCHEDULED CHECKLISTS

HIDE CLOSED SHOW CLOSED

s
STTS - Self Assessment

coMPLETED

e Although the STTS Self Assessment has been completed and
submitted, you still need to review and close off any actions you
created. To view actions, tap on the actions button, you will then see

a list of corrective actions created against your completed STTS Self
Assessment.
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SCHEDULED CHECKLISTS

SHOW CLOSED

Due to upload tomorrow

STTS - Self Assessment DUE TODAY

e Tap on an action in order to view the detail, enter a comment in the
‘action taken’ box and then ‘mark as closed’. The action will be
updated against the STTS Self Assessment and will no longer show in
the Corrective Actions list. Once all actions have been completed, the
*‘No open corrective actions’ message will be displayed.

OPEN ACTION ® CORRECTIVE ACTIONS

Due to upload tomorrow oPEN

Raised by user

Due to upload tomorrow

STTS - Self Assessment Due date
Date raised
From question
No open corrective
actions
‘Within checklist m

Now uploaded to Compliance Centre
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13.Logging into eLearning

Once your access has been setup, you will receive emails notifying you of
CPL login page address, your username and your password.

e Go to https://account.cplonline.co.uk/

e» CPL
B® Learning

F— Unlock your potential...

Remember me?

Trounle logging in?

Sign in ’

° &

A

e Enter your username and password and then click ‘SIGN IN’.
You will have three usernames sent to you per location, your password was sent to
you by email during the setup process.
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14. Completing your elLearning course

Once you have logged in to the CPL Learning system, you will be able to
launch the ‘Ready to serve’ module, which is the COVID-19 awareness
level training provided as part of Safe to Trade.

The course contains the following sections:

e Risk assessment

e Team safety and protection

e Developing the offer

e Welcoming guests

e Conflict and communication

e Cleaning and hygiene

e Building and equipment management

e Operational planning

e To start the ‘Ready to Serve’ course, select ‘START' from the initial
screen.

Ready to Serve

Reopening following Lockdown

e Work through each section using the < > arrows at the bottom of the
screen.
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Welcome

This activity aims to support and guide you on a step by step approach to reopening your operation safely.
Depending upon the type of site you are operating and your role as an employed manager or business owner, you
will need to focus on the business objectives to provide customers with excellent service, whilst operating safely
and profitably, and avoiding any potential risks that could arise following the adaptation of your business
procedures due to the COVID-19 pandemic.

The size of your estate and/or your individual responsibility, may influence how you need to approach adaptations
and it will be important to be able o access resources from your employer or Industry specific assoclations that
are providing detalled guidance on this.

< >
e Some screens contain buttons that you may need to click in order to

move forward. A good example of this is the initial page of each new
section.

CPL
Learning

Risk Assessment

e If you are unable to complete the course in a single session, you can
exit and your progress will be saved.

Information

It will take you approximately 45 minutes to complete this 7" Topreserve mabile data, we recommend viewing this course

course. while connected to Wi-Fi

To use the translation feature, select the translate icon to view

the page in your preferred language.
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e You can return to the course and use the ‘resume’ button to continue.

Ready to Serve

Reopening following Lockdown

=

e The indicator at the bottom left of the screen will show your progress.

e You can click on the progress indicator to show all sections and pick a
different section to jump to.
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e Once you have completed all sections you will be able to download
your completion certificate.

Summary

CPL Learning in collaboration with a panel of industry experts have created the 'Ready to Serve Programme’
designed to instil confidence in team members and guests to safely return to a business, knowing it has been

thoroughly and rigorously assessed.

Following the learning activity will allow you to demonstrate that your business is committed to reducing the risk of
COVID-19 transmission and will demonstrate to your team and customers that you are open and ready to serve!

You have now completed the leaming in this course, download your completion certificate below.

< 2

e At the end of the course you will be asked to provide optional
feedback, you can submit feedback and click ‘Submit & Exit’ or simply

click on the exit button bottom right, to leave without submitting
feedback.

Thank You!

You have now completed the course

Rate the overall experience Would you recommend this course?

***** . Yes . No . Maybe

How relevant to your role is the course content? Other comments? (Optional)

nter your comments here (optiona

o0

Notat all Somewhere Very relevant
relevant in-between
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15. Viewing your audit report

Your Safe to Trade audit report will be published to the Compliance
Centre Audit module.

Once you have logged in to Compliance Centre:

e Click on the ‘AUDITS’ option in the left-hand menu.

COMPLIANCE CENTRE

&
©
B

Overall status ’

]

O Foocbock

Helpline

e In the Audits screen click the ‘Round 1 - Safe to Trade’ Audit name.

COMPLIANCE CENTRE

Audits

W Feoduck

e The audit report will display on screen and provide a summary of your
score, Score band (‘approved’ or ‘improvement required’), number of
critical actions and number of high actions. You will also see a
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detailed breakdown of all areas requiring action.

COMPLIANCE CENTRE

=
Audits

& weLn

B rmowmosin Safe to Trade 9 Jun 202
Auditor Matthew Crouchley

-]

Score 48%

Score band Improvement
Required

Detailed report

Executive summary

At the time of the audit the A

ffice Manager. The site has compt

ures were observed to be in pla:

1 Management and Documentation

Training

Employaes bee

Priaey: i Updatsd o Jun 202

not been trained ¢

n COVID-19 requirements

the initial assessment and risk assessment and

1 3 review due 1o the change in layout of

Not Actioned

e You are able to download a copy of the full audit report by clicking the

‘Download PDF’ link

COMPLIANCE CENTRE

C
Audits

© wHepL

B 4 Safe to Trade 9 Jun 202
Auditor Matthew ey

Score 48%

Score band Improvement
Required

Detailed report

Executive summary

@ oo crnica actions

open high actions

Office Manager. The site has comp!

observed to be in pla

addition the fire

1 Management and Documentation

Training

Employaes bee

Brioety: ioh Updatad: & Jun 202

Audit - Safe to Trade

Manchester
Total Scare | an% Manager Name | Kaye Newton
Score Band | Improvement Required Audit Type Unannounced
Current Ranking n Lacations Audited 1
Company Average 8% Locations Remaining | 0
Date and Start Time | 9 Jun 2020 at 9:00am Auditor Matthew Crouchley
oy e o ot Contents
Executive Summary A
Open i B Scores by Section B
ot Audit Report and Action Plan €

At the time of the audit the Audior was accompanied by Kaye Newton, Office Manager. The
site has completed the initial assessment and risk sssessment and Both were discussed and

change in layout of the bullding,

t been trained ¢

n COVID-19 requirements

fements
ived COVID-19
0-19 virvs and the
140 be reminged of
nevia they sutter

y systems are in
fis 10 the avent of &

Adopted Measures
Employees start /break/ finish times have not been staggered

It Is advised that you stagger start and end times of shifts to reduce the number of
Deople in Break/staff rooms ot once. Lok o $end empioyees on breaks at differsnt
Times alto. Provide suitable extemal reak areas mhere possibie.

he initial assessment and risk assessment and

ired a review due 1o the change in layout of

Not Actioned

Last Action

Not actioned

Last Action

Not actioned

Last Action

Mot actioned
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16. Closing actions on your audit report

If your audit report shows open actions, then you will be assigned the
‘Improvement required’ Safe to Trade until you address and close all open
actions — we will then award the ‘Approved’ Safe to Trade status.

Once you have logged in to Compliance Centre:

e Click on the ‘AUDITS’ option in the left-hand menu.

COMPLIANCE CENTRE

E
© Overall status ’

]

50% of checklists completed in the last 30 days

Helpline

e In the Audits screen click the ‘Round 1 - Safe to Trade’ Audit name to
view your Audit report detail.

COMPLIANCE CENTRE

Audits

B Foccboc
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e The audit report will display on screen and provide a summary and a
detailed breakdown of all areas requiring action.

COMPLIANCE CENTRE

Audits
e —
D . POF L
[ s Safe to Trade 9 Jun 20: ):0
Auditor Matthew Crouchisy
B o
Score 48%

op actions
Score band Improvement op tions
Required E

Detailed report

Executive summary

1 Management and Documentation
Training

not been trained on COVID-19 requirements Mot Actioned

The executive summary is the Auditor’s overall summary. It may include
some positive feedback if areas of high performance have been achieved.
The executive summary is not scored, but may reference points in the
scored sections of the audit report.

The ‘Detailed report’ section of the audit lists any non-conformances
recorded during the audit. These non-conformances are the actions you
need to address and close in order to be awarded the ‘approved’ Safe to
Trade status.

To address and close an action:

e Click on either the non-conformance name or the ‘Change’ link

COMPLIANCE CENTRE

Detailed report
utive su

B po 1 Management and Documentation
Trainin:

2 Social Distancing Procedures

Adopted M

Emplo:

prioemy:

3 Structure & Distancing
signage

No social distancing markers on the floor that are clear and in good condition ~~ Notactioned +

Strictly private and confidential.
This document must not be reproduced without written authorisation from Shield Safety Group

Page 28 of 36




e Additional guidance will then appear, along with the ability to record
notes to explain what you did to address the non-conformance and the
ability to change the status from ‘Not Actioned’ to 'In progress’ or
‘Complete’.

COMPLIANCE CENTRE

Detailed report
Executive summary

1 on COVID-19 requirements et Actioned <o

Documentation
Fire risk assessment not reviewed and updated considering any COVID 19 changes Mot Actions: d

Priority: i Updsted © Jun 202

e Once you have provided a full explanation of what you have done
address the non-conformance, change the status to ‘Complete’ and
click the ‘Update status’ button.

COMPLIANCE CENTRE

Detailed report
Executive summary

B opocumen 1 Management and Documentation

Training
Nt Actioned <

and updated considering any COVID 19 changes Not Actione d

e Some non-conformances may require a few steps before you can close
them. The system helps you keep track of these steps by allowing
you to add a comment, but instead of selecting ‘Closed’ as the status,
you can select ‘In progress’.
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COMPLIANCE CENTRE
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e This builds a history of entries as you work towards closing the action.

COMPLIANCE CENTRE
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In progress
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e You are able to view the status history of any non-conformance using
the ‘Show status history’ link, and hide it again clicking a second time.
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e You must work through your audit report and close all non-
conformances, providing explanations for each one.

e Once you have closed all non-conformances please notify the Safe to
Trade team by emailing safetotrade@shieldsafety.co.uk

We will then fully review your audit report to check all actions are closed
and that the supporting evidence is appropriate.

e If the team are happy with their findings, you will be awarded the
‘Approved’ Safe to Trade status

e If the team determine that there are still open actions or they do not
feel the explanation provided for a closed action is suitable, we will
contact you directly to provide further guidance.
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17.1 don’t agree with my audit report, how

do I challenge it?

An audit appeal can be raised by completing the audit appeals form
located in the Compliance Centre Documents module and emailing it to
audits@shieldsafety.co.uk

Audit Appeal Form Audit Appeal Form

s o T s e e o e o et et For Head office use only:

v el

I s 0 il T s P i
Date of Audit: 00 /MM YYYY Date of Appeat o0 /MM YYYY

i of Fasson sxiing Apprat For Shield Safety Group internal use only:

Audit point detail Ausrupsows O Yeu @ Mo Upaated by

Praase ingart the aucit questan and the Suit paint umMBer:

Grounds of appeal

Mainrvum 200 words

Detail of supporting evidence (if applicable)

Fiease attach any supperting evidence ta the small

| Shield Safety e Shield Safety

An appeal must be submitted within seven days of the audit date.

Once received, the Safe to Trade Manager will review the appeal detail
and respond with a decision within seven working days.
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18. Completing the Daily STTS Checks in the

Riskproof App

Once you have been awarded the ‘Approved’ Safe-to-Trade status, the
‘Daily STTS Checks’ will be enabled.

This checklist should be completed daily in the Riskproof app.

You should interact with this checklist in exactly the same way as
described in section Completing the Self-assessment checks in the
Riskproof App, but there are 2 key differences:

e (1) The checklist name is different, so you should tap on ‘Daily STTS
Checks’ to record against it.

e (2) As the name suggests it is a daily checklist, which means you are
expected to complete it once a day, every day, so it will be available
each day in the Riskproof App for completion.
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19. Completing the Monthly STTS Checks in

the Riskproof App

Once you have been awarded the ‘Approved’ Safe-to-Trade status, the
‘Monthly STTS Checks’ will be enabled.

It is important that this checklist is completed every month in the
Riskproof app. Not completing the monthly checklist leaves your premises
at risk of being placed at improvement required on the public register:

e After a maximum of three consecutive missed monthly checks the
performance of your premise will be reviewed. The Governance
Board will decide if the status of your premise shall be downgraded
to ‘Improvement Required’.

e Corrective action will be identified. If corrective action is not
implemented by the due date required the premise will be removed
from the STTS register and will not be allowed to use STTS media.

e Please note timescales may be shortened if customer or other
feedback indicates that there are insufficient COVID-19 control
measures in place.

If your site is temporarily closed please notify the Safe to Trade team by
emailing safetotrade@shieldsafety.co.uk
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20. Temporary Closures

If your site is temporarily closed please inform us along with your
estimated re-opening date as soon as possible to avoid triggering
intervention due to missed monitoring checks.

When you re-open please ensure you:

e complete the re-opening checks
e review your risk assessment

You only need to upload new supporting documentation if it has changed.

When you have re-openned and completed the above please please notify
the Safe to Trade team by emailing safetotrade@shieldsafety.co.uk.

Failure to complete the above leaves your premises at risk of being
downgraded to the status of ‘Improvement Required’ on the public
register

Strictly private and confidential.
This document must not be reproduced without written authorisation from Shield Safety Group

Page 35 of 36



mailto:safetotrade@shieldsafety.co.uk

INDEPENDENTLY
VERIFIED ©

E .

SAFE

020 3740 3744 | safetotrade.org.uk



