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Allergen Training
Notes to help you access the Food Standards Agency Online Training course on Allergens
About the Training

All staff who take orders for food, or are involved in the preparing, cooking and/or serving of food must have extra training on Food Allergies & Allergens (due to new regulations coming into effect from 13th December 2014).
There is an Online Training Course on Food Allergies from the Food Standards Agency which all relevant staff must complete by 10th December 2014.  
The Online Training takes approx. 1 hour to do and there will also be an Allergen information booklet to read (which will be issued to all staff separately).

Please take a copy of this information sheet so that you can arrange to access/complete the training.
How to arrange/access the Training

You can do this in at your usual work area (where possible/appropriate) or at Head Office or in your own time at home, whichever is the most convenient for you.

If you prefer to do the training at Head Office, please contact Annita Nicolaou (annitanicolaou@bealeshotels.co.uk or tel. no 020 8216 3949) or Carolyn Mills (carolynmills@bealeshotels.co.uk or on tel. no. 020 8216 3935) Tuesday to Thursday each week.  If neither Annita nor Carolyn are available, please contact another member of Head Office staff (Monday to Friday), who can also arrange to set you up onto a computer to do the Online Training.
How to do the Training

1. From any computer / tablet / ‘phone (at work or at home), get onto the Internet browser and type in http://allergytraining.food.gov.uk/ 
2. Click onto the ‘English’ language option on the left.  It will open the FSA Allergy Training menu page.

3. Click on ‘Register’ to set up your personal details and arrange a log-in email and password.

4. Please put in your name and your Beales Ltd email address if you have one.  If you don’t have a hotel email address, you can use a personal email address.

5. Please create a password – remember that you must please keep a copy of your personal login email address and password, as Training & Development/Head Office Staff will not have access to these.

6. Once you have finished registration, it will take you to the menu page called the ‘CPD Dashboard’.

7. Click onto ‘View’ to see the course training information – there are 6 modules:

No. 1 Rules and Legislation; No. 2 In the body; No. 3 In the factory; 

No. 4 On the label; No. 5 In the Restaurant; No. 6 Providing Consumers with Allergen Information.
8. You will see that every module (apart from No. 1) has an ‘Interactive’ or ‘Information’ option. It is up to you how you do the training, either in an interactive way or if you just want to read the information in normal printed format.
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If you click Interactive, you should click on each of the green mouse icons (pictured aside) which will bring up a textbox of information for you to read.
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If you chose the ‘Information’ option, you should just read the information as printed on that page.

11. Once you have gone through each module, you can choose to take the test for that section straight away (by clicking the link with the green pencil at the bottom of the page) or you can choose to do all the tests at the end.  

12. You can even go back over the info. as many times as you need to, until you feel confident to take the tests.
13. You can also access the tests at any time by going back to the main menu page or the ‘CPD Dashboard’.

14. The tests are multiple choice questions, so click on the answers you think are correct and click on ‘submit your answer’. Keep going until you finish all the questions in each module and complete all 6 tests (1 per module). 
15. You need to achieve at least 85% correct answers to pass (don’t worry if you get 2 or 3 questions wrong – you should hopefully still pass!).
16. Once you have finished the training (and hopefully passed), it will display an online certificate - you can do a ‘print screen’ of the certificate (from the computer) or try to take a picture/snapshot of it, and email us the picture copy. If you can’t do that from your phone/tablet/home, you can log on at Training Dep’t another time and we will print off the certificate for you.
17. Finally, you should also please complete a Staff Training Attendance sign-sheet to confirm that you have completed the Training – there will be a sheet with the HOD in each Department and also at Head Office, so you can sign in either place.

18. If there are any queries, please contact Annita or Carolyn at Training & Development Dep’t, Head Office.
Good Luck! 
Annita Nicolaou, Training & Development Manager
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