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	INTRODUCTION

This manual provides a model food safety program, based on the most common processes undertaken at retail food premises. It is designed to help you comply with the requirement to have a food safety program. 

A computer disc has been provided to tailor the information to suit your activities and operations. 

You need to read each section carefully and delete or change information so that it truly reflects what happens at your business.

The shaded areas (like this one) provide guidance to each element of the food safety program and need to be deleted when you are satisfied with the completed document and prior to submitting to the registration authority for approval.

Why is a Food Safety Program Needed?

Recent food poisoning incidents attributed to contaminated foods has raised awareness about the importance of adopting good hygiene procedures to prevent the sale of contaminated food. As a results Governments now require all food businesses to have a food safety program to ensure that food supplies are as safe as possible.

This manual is designed to help staff comply with their food hygiene responsibilities to ensure that the quality of food and service is of a standard desired by your customers.

The first section of your food safety program needs to provide an introduction to your business describing the activities and nature of food sold. This is to help the registration authority make a judgement on the adequacy of the program.




Part One: introduction

Section 1: General

1.1
Food Safety pROGRAM 

This manual describes the procedures and practices in operation at (Trading Name) to ensure our customers are provided with a quality service and safe food.

All staff employed at the premises are inducted to this food safety plan and are required to comply with the procedures described at all times from the commencement of duties.

1.2
Business Details

	Trading Name:
	

	Business Address:
	

	Postal Address:
	

	Proprietor:
	

	Contact Person(s):
	

	Food Safety Instructor:
	

	Business Phone Number:
	

	Business Fax Number:
	

	E-mail Address


	


	BUSINESS DESCRIPTION

It is important to identify the products sold at your business and the process used to produce those products.  This will help your registration authority determine if your food safety program is adequate.

Tick one or more of the boxes that describe the activitie(s) that occur at your business.



1.3
DESCRIPITION OF BUSINESS

The boxes ticked below describe the nature of our business:

· Sell Packaged Food Only

· Sell Fresh Raw Foods Only

· meat

· fish

· poultry

· fruit and vegetables

· Sell take-away food pre-prepared by another company

· Sell freshly prepared food prepared on the premises

· take-away

· cafe

· Sell freshly prepared cooked food prepared on the premises

· take-away

· café

· restaurant

· hotel

· Cater off-site

· Home deliver

· Distribute to another business for further sale

The customer base is predominantly (tick one box only):

· General Public

· Food Businesses

· Hospital Patients

· Residents of Assisted Living Centres

· Children under school age
	PRODUCT DESCRIPTION

To achieve a consistent product and to identify potential hazards, your food safety program needs to be specific to the actual foods or groups of foods you handle. Therefore, you need to describe the products covered by the program and their intended use.

The description should include, for the individual product or group 

· A clear product description including formulation and ingredient statement, in enough detail to allow you and an auditor to decide what the risks may be

· How the product is preserved; eg. cooked, refrigerated

· How the product is packaged

· How the product is to be stored and distributed

· If the food is ready to eat, or needs further preparation
Examples only are shown below.  A template (Appendix 1) is available for you to develop your own product descriptions to suite your business

To help simplify your program foods should be grouped if they undergo a similar process.




1.4
Product Descriptions

A description of food sold at our business is summarised in the following tables:

	Product Description
	Seasoned, stuffed and rolled chicken

	Composition
	Chicken, chicken mince, herbs, oil and breadcrumbs

	Method of Preservation
	Cooking to required temperature and hold until sold or chill and sell cold.

	Packaging - Primary
	Plastic bag

	Packaging - Shipping
	Cardboard cartons with plastic liners

	Storage Conditions
	Held @ more than 60 (C for hot or 0-4(C for chilled.

	Distribution Method
	Direct to consumer

	Shelf Life
	Max 6 hrs @ 65 (C or 48 hrs @ 0-4 (C

	Special Labelling
	N/A 

	Final Customer Preparation
	Consume as purchased hot or cold.

	Sensitive Customer
	No.  Intended for general consumption


	Product Description
	Cold meat and Salad Sandwich

	Composition
	Bread, butter / margarine, ham, Strasbourg, cooked chicken, lettuce, tomato, cheese, beetroot, carrot, onion, cucumber

	Method of Preservation
	Store ingredients prior to display and preparation at 0-4(C.

	Packaging - Primary
	Paper wrap, paper bag

	Packaging - Shipping
	N/A

	Storage Conditions
	Ingredients prior to display - refrigerate 0-4(C

Displayed ingredients - refrigerated 

	Distribution Method
	Direct to consumer

	Shelf Life
	Stored ingredients Max 3 days @ 0-4 (C

Displayed ingredients Max 4 hours

	Special Labeling
	N/A 

	Final Customer Preparation
	Nil

	Sensitive Customer
	No.  Intended for general consumption


	Product Description
	Pizza

	Composition
	Flour, water, tomato paste, cheese, meats, seafood, mushrooms, onions, capsicum.

	Method of Preservation
	Cooking to required temperature and hold until sold.

	Packaging - Primary
	Cardboard box

	Packaging - Shipping
	N/A

	Storage Conditions
	Held @ more than 60 (C for hot.

	Distribution Method
	Direct to consumer

	Shelf Life
	To be consumed immediately.  May be reheated by consumer later.

	Special Labelling
	N/A 

	Final Customer Preparation
	Consume as purchased hot.

	Sensitive Customer
	No.  Intended for general consumption


	PERSONAL HYGIENE AND SANITATION

Correct personal hygiene and sanitation practices are essential to make sure you and your staff do not contaminate food.

This section of your food safety program needs to describe the practices that you and your staff follow to maintain good personal hygiene.

You need to address:

· Hygiene practices

· Personal clothing

· Dealing with staff illness

· Monitoring staff for hygiene practices 

· Correcting hygiene problems




Part two: standard hygiene procedures

Section 2: Personal Hygiene and Sanitation

To ensure staff and visitors do not contaminating food with pathogens or foreign matter personal hygiene and sanitation practices described in this section are followed by all people attending the premises.

2.1
Personal Hygiene Practices

2.1.1
Staff Who Handle Food:

· Use disposable tissues to blow their noses

· Tie back long hair or cover it with suitable hats or hair nets so that all hair is covered

· Maintain trim and clean their fingernails

· Avoid touching their nose, mouth, hair and skin during food preparation

· Don’t cough or sneeze directly onto food

· Don’t eat in the kitchen area

· Don’t put any utensils used for the preparation of food in their mouths

· Don’t smoke when in a food service area

2.1.2
Hand Washing 

Staff wash their hands in the hand wash basin provided using the following steps

· Rinse with warm water

· Lather with liquid soap so that hands and forearms are lathered

· Rinse with running warm water

· Dry with disposable paper towel or hot air dryer

Staff wash their hands:

· Immediately before commencing work

· Immediately after using the toilet.

· Immediately after using a handkerchief

· Before and after breaks

· Between working with different food groups. Ie. handling raw meat, poultry, vegetables etc.

· Between handling cooked and uncooked food

· After handling garbage and waste bins

· Immediately after coughing into their hands

· After touching hair, their nose or mouth

· After carrying out cleaning tasks

· In circumstances where cross-contamination is possible

· Whenever hands are contaminated

2.1.3
Cuts and Sores

Staff with cuts and sores on their hands cover the area with a waterproof dressing and wear rubber cloves over the dressing to avoid infective material contaminating the food products.

If staff members cut themselves while handling food, the food is disposed of and equipment and surfaces in the affected area are cleaned and sanitised. 

Staff members do not return to work until the wound has been treated, the wound dressed and the dressing covered with a rubber glove.

2.1.4
Jewellery

Loose jewellery, wrist watches, ear rings (excluding sleepers), rings (excluding wedding bands), brooches, necklaces and badges are not worn by staff while working in food preparation area.

2.1.5
Staff Illness

Staff do not work in food preparation or service areas while suffering from infectious disease or infectious skin conditions or suffer gastro-enteritis symptoms listed in the Department of Human Services Guidelines for Exclusion of Food Handlers from Handling Unpackaged Food.  

Staff suffering from an infection reports the illness to the Manager

The Manager records reported illnesses in the illness record.

2.1.6
Visitors

Delivery staff and visitors are only permitted to enter the food preparation areas if they wear clean clothing and do not touch food or behave in a manner that may contaminate the food.

2.2
Clothing

The dress code for staff while working in a food preparation area is:

· A clean corporate uniform

· Clean head dress in the case of staff with longer than shoulder length hair or a fringe 

· Clothing which becomes excessively contaminated during the day is changed

· Aprons and protective clothing is not worn outside the food preparation area

· Clean aprons are worn at the commencement of the day and when changing from the preparation of raw foods to cooked or ready-to-eat foods

2.3
Monitoring Personal Hygiene

The Manager monitors the personal hygiene practices of staff at all times.

Staff observed not following hygienic practices are instructed on the correct practices by the Manager and monitored to ensure correct practice are followed.

2.4
Records

Records of staff training and non compliance with personal hygiene practices are kept in the HACCP record file.

	Premises Hygiene & Maintenance

A well-planned and implemented premises hygiene and maintenance program is necessary to make sure that the premises and equipment does not contaminate food.

This section needs to describe the procedures at your business to ensure that:

· all parts of your operation are kept clean and hygienic.

· chemicals used in the cleaning program are approved for use in food premises, labelled correctly and appropriately stored so as not to contaminate food.

· waste is stored and disposed of so as not to contaminate premises, equipment or food.




Part tHree: Cleaning and maintenance

section 3: Premises Hygiene & Maintenance

This section describes the cleaning and maintenance program to ensure that food is protected from microbiological and physical contamination.

3.1
Premises design

The premises is constructed and maintained to the standard specified in the Department of Human Services Construction Guidelines for Food Premises. 

3.2
Cleaning premises and equipment

The premises and equipment is maintained in accordance with (Trading Name)s cleaning procedure and schedule, attached.

Containers used to carry or store meat are cleaned between use.

Utensils and equipment used by staff in food preparation are washed and sanitised between the preparation of each food group and each meat species or whenever contamination occurs. 

Utensils used for tasting are thoroughly washed and sanitised between tastes.  

Benches and cutting boards are washed and sanitised between the preparation of each food group and each meat species or whenever contamination occurs. 

3.3
Dish-washing 

Dishes, utensils and equipment are washed in the dishwasher with a rinse cycle that achieves a temperature of more than 80°.  Heavy soiled items are pre-soaked in warm water and detergent.

Dishes, pots and pans which do not fit in the dishwasher are washed and sanitised by hand in the sink provided.

Sink water is changed regularly as it cools or dirties.  Sinks are not topped or extra detergent added to dirty or cool water.

Glasses are washed and sanitised in the glasswasher or by hand in the sink. 

Dishes and utensils are air dried in racks.

3.4
Cleaning Chemical Storage And Handling

Chemicals are stored securely and separated from food products in designated chemical storage areas. 

Only chemicals approved by the Australian Quarantine and inspection Service are used as cleaning agents.

All chemical containers are clearly labeled and a schedule of cleaning agents and other chemicals used at the premises, together with copies of Material Safety Data Sheets (MSDS) are kept in the HACCP record file.

No chemical is decanted into an unlabelled container unless it is to be used immediately.

3.5
Waste Storage and Disposal

Suitably designed and distinguishable waste containers are placed conveniently around all food preparation areas.  

Each waste containers is provided with a plastic liner garbage bag.  

Waste containers are emptied when full or at the completion of each days operation.

Plastic bags are tied before collection or prior to placing into bulk waste storage bins.

Bulk waste storage bins are stored in graded and drained area away from food preparation and customers.

Recyclable waste is placed into the appropriate recycle facility provided by the Environmental Services Department 

An Environment Protection Authority registered waste removal company collects waste.

3.6
Hygiene and maintenance Monitoring

At the start and finish of business activities the Manager checks and records that the premises hygiene and maintenance procedures have been complied with.

Where a defect is detected, the area, piece of equipment or facility is isolated, cleaned or fixed before it is used again.

Where staff behaviour is the cause of the defect, the Manager instructs the staff member responsible on the corrective action required.

Records of corrective actions taken are kept in the HACCP record file.

The manager is responsible for ensuring deficiencies are rectified within the agreed time.

	PEST CONTROL

Pests are a major source of food contamination.  

This section needs to explain how you make sure pests are controlled to minimise their opportunity to contaminate food.

In particular you should address the following issues:

:

· A system to identify pest infestations in your premises

· Activities used to control the pests

· A list of chemicals used in the pest control program

· A site diagram indicating the location of pest baits

· Pest control records




section 4: Pest Control

This section describes the pest and rodent control program to prevent pest infestations that may lead to the contamination of raw ingredients, food products or equipment.

4.1
Pest control

The premises and equipment is designed and maintained to discourage pests, such as rats, mice, cockroaches, ants, flies and birds.

In addition to the premises hygiene and maintenance procedures described in the previous section the following procedures are followed to control pests:

· All food materials and ingredients are stored in sealed containers.

· Drainage holes are covered.

· External entrances are kept closed or provided with screens to prevent access by pests

· Fly screens and door closures are provided on doors to all food preparation areas

· Airborne insects are controlled by insect traps and fly sprays

· An approved licensed pest control operator undertakes monthly inspections of all kitchens and food areas for evidence of pests.

· Insect screens are provided for external windows to food preparation areas.

· Residual surface sprays are applied around the perimeter of food preparation areas to control crawling insects such as cockroaches and ants.

4.2
Pest Control Program

The pest control program requires:

· Pest baits and traps to be positioned so that they will not contaminate food, packaging or equipment.

· A site plan indicating the position of pest baits or traps.

· The site plan to be updated when an infestation requires additional treatments.

· A schedule of pest control chemicals to be kept in the HACCP record file.

4.3
Records

Records of pest monitoring activities are kept in the HACCP record file.

	FOOD HANDLING PROCESSES

This section needs to describe the procedures that you follow at your business to ensure that food, ingredients and packaging  purchased by the business is safe and meets the quality that you require.

In particular you need to address the following issues:

· Details of how you order supplies

· Purchasing agreements

· Method of delivery

· Details of how you handle supplies when received



part four: food handling processes

Section 5: Purchasing and Receival

(Trading Name) recognises that high standard ingredients, packaging and equipment is a key to ensuring that the end product is of the highest quality.  The purpose of this section is to describe the procedure for selecting suppliers and receiving goods. 

5.1
Selecting supplies

Products are purchased from approved suppliers that meet the following criteria: 

· Current food premises registration

· Ability to provide goods at competitive prices

· Ability to consistently supply high quality products

· Reliability to meet delivery times

· Evidence of compliance with a suitable Food Safety Program

· Ability to supply an after hours and emergency service

· References from other food premises

· Ability to meet following delivery specifications-

· Perishable food must be delivered at 5°C or less.  

· Frozen food must be delivered at a temperature not more than minus 10°C

· Food must be packed in material that protects it from contamination

· Packages must be labelled in English with

·  the name of the food

· the name and business address of the supplier

· a batch code or use-by-date

· Food must be delivered in a clean vehicle which is designed for transporting the food delivered

A schedule of approved suppliers is kept in the HACCP record file.

5.2
Ordering

The Manager is responsible for placing orders with suppliers by fax or phone.

5.3
Receival

All deliveries are checked by the Manager at the point of delivery for compliance with delivery specifications. Food that does not meet delivery specifications is returned to the supplier.

Deliveries are verified against delivery docket by checking and counting the delivered containers of goods. When goods supplied are not as ordered an adjustment is made on the delivery docket or invoice to accurately describe the goods received.  

A signature on the delivery docket acknowledges receival of goods.

All food deliveries are placed in the designated storage area as soon as possible, unless required for immediate preparation.

Completed records of delivery checks are kept in the HACCP record file.

	STORAGE

This section needs to describe the storage procedures used at your business to protect food from spoilage and contamination from other foods as well as physical materials.



Section 6: Storage

This section describes the procedures used to maximise the shelf life of food and to prevent the contamination of food with pathogens and foreign matter.

6.1
Storage Requirements

Food is stored so that cross-contamination from physical, chemical and biological contaminants are avoided.  

Raw meat and chicken are stored in separate leak-proof containers in a designated section of the coolroom. 

Each food group is stored in a separate area that is labelled with a description of the food.

Cooked and ready–to-eat foods are stored above raw products and covered during storage. 

Marinated food is stored in the coolroom.

Stock is labelled with a date of receival or processing to aid rotation and to prevent perishable, frozen and dry goods exceeding their “Use By” date.

A first in first out (FIFO) system is used to ensure adequate stock rotation.  Stock is used within the “Use By” date.  

Goods are stored off the floor in a manner that protects it from contamination.

Containers are securely covered with lids or plastic coverings to protect against contamination and to minimise dehydration of food surface.

6.2
Storage Temperatures

Raw meats, chicken and smallgoods and other perishable foods are stored in a coolroom maintained at not more than 5(C.

Frozen goods are stored in a freezer maintained at not more than minus 18(C.

Cooked food that is to be kept hot for more than two hours after cooking is held at 60°C or above.  

Food that is cooked then cooled is placed in the coolroom within one hour of the completion of cooking and labelled with a “Use By” date.  

Food that has been cooked is sold within 3 days of cooking.

Vegetables are stored in the coolroom or in appropriate storage areas between 4-10(C.

Dairy products are stored in a coolroom or fridge maintained at not more than 5(C.

6.3
Coolroom

Items are stacked in the coolroom to allow adequate air circulation around the stored products.  Food is not stacked in front of the cooling units.

6.4
Dry Storage

Storage areas for shelf stable foods and non-perishable raw foods are maintained at between 10- 20(C and well ventilated with a dry atmosphere.

Open ingredients are stored in a food grade container with a tight-fitting lid.

6.5
Packaging materials

New food grade packaging of sufficient strength and durability is used to protect food products from contamination.

A clean and tidy area is set aside for the exclusive purpose of storing packaging material.

6.6
Monitoring

The temperatures of stored food is monitored by kitchen staff and recorded on the log sheet provided for that facility. 

	FOOD HANDLING PROCEDURES

Good food handling procedures protect food from contamination by other foods, dirty surfaces and food poisoning organisms.

This section needs to explain how you protect food from contamination and foreign matter.

In particular you need to describe the methods used to:

· Prevent cross contamination

· Stop the growth of food poisoning organisms

· Kill pathogens in raw foods



Section 7: Food Handling Procedures

This section describes the procedures used to prevent cross-contamination and spoilage of food during preparation. 

7.1
Prevention of Cross Contamination

Raw meat, poultry and fish are prepared with equipment and in areas used solely for those products.

Cooked and ready-to-eat foods are prepared with equipment and in areas used solely for those products.

Raw fruit and vegetables are prepared with equipment and in areas used solely for those products.

Only pasteurised egg whites and egg yokes are used in dishes which are not cooked.

Colour-coded cutting boards are used to prevent cross contamination. 

Equipment such as cutting boards, benches and knives used for preparing raw meat fish and poultry are cleaned and sanitised after the preparation of each species.

Staff changing from the preparation of raw foods to the preparation of cooked foods undertake the following:

· wash hands

· change gloves, if used

· wash and sanitise any equipment or utensils taken from the raw food preparation area, and

· replace outer garment with a clean one.

Chopping blocks and cutting boards are washed and sanitised when they become excessively dirty and are discarded when the surface becomes excessively rough or grooved.

Vegetables are washed in drinkable water.

Perishable food is prepared as quickly as possible and not left out of refrigeration for more than 2 hours in total. 

7.2
Prepared Ingredients

Prepared perishable ingredients are held in refrigeration at a temperature of not more than 5(C.

7.3
Thawing

Frozen food is thawed in a microwave, a refrigerator or in a sealed plastic bag in cold running water so that the temperature of the product does not rise above 4(C.  

Food is completely thawed before any further processing is undertaken.

Food thawed in the microwave is cooked immediately.  

Food that is thawed or partially thawed is not refrozen.

7.4
Cooking

A recipe is developed for the cooking of potentially hazardous foods to ensure that it is safe to eat.

High-risk dishes such as rolled roasts, casseroles and dishes which include ingredients such as chicken and minced meat are developed to ensure that the centre of the food reaches a temperature of 70( C for 2 minutes. 

The cook retrials recipes at least once in every three months to ensure that target core temperatures are being achieved.

Recipes and hazard control trials for each dish are kept in the HACCP record file.

7.5
Cooling

Where cooked food is cooled it is undertaken rapidly in a refrigerator to ensure spores are not formed in the cooling product. Cooked food is cooled to a temperature of at least 5(C within 4 hours of cooking.

The cook retrials recipes at least once in every three months to ensure cooked food is cooled to the above requirements.

7.6
Reheating

Chilled product requiring reheating is heated to a core temperature above 80(C.

The cook retrials recipes at least once in every three months to ensure reheated food is heated to the above requirements

7.7
Displaying

Hot products that are not sold within two hours of final heating are displayed at a temperature above 60( C  or reheated so that the core temperature of the food reaches 80( C.

Cold perishable food is displayed at a temperature below 5( C.

Display temperatures are checked and recorded on the log sheet provided when the display is set up and every three hours thereafter.

Completed log sheets are kept in the HACCP record file.

	FOOD TRANSPORT

Food needs to be transported in a manner that prevents spoilage and contamination with foreign matter.

This section need to explain how you:

· maintain the correct temperature of food during transport

· How food products are protected from contaminated during transport




Section 8: Food Transport

This section describes the way food products are protected from spoilage and contamination during distribution.

8.1 Hot Food

Hot food that is not delivered within two hours of final heating is maintained at a temperature of more than 60(C.

Hot food is packaged in clean, sealed, insulated containers during transport.

8.2
Chilled Food

Perishable food is maintained at a temperature below 5(C during transportation.  

Perishable foods are transported in an insulated vehicle, an insulated container or a refrigerated food transport vehicle.

8.3
Preventing Cross Contamination

Each food group and each meat species are transported in separate clean containers to avoid cross contamination.

Cooked and ready-to-eat foods are transported in sealed containers or packages.

Food transport vehicles and containers are cleaned and sanitised before carrying food products.

8.4.1 Food Transport Monitoring

Product temperature, quality of food and condition of packages are monitored by the delivery person before loading and on arrival at the customer’s premises.

Delivery records are kept in the HACCP record file.

	HAZARD ASSESSMENT

The first task to assess the hazards in your business is to assemble a Food Safety Program team.  The team should have representatives from each of the operations in the business and the team members need to have specific knowledge and expertise in the business.

Being a part of the Food Safety Program team fosters a sense of ownership among those who must implement the program.  The Food Safety Program team may need assistance from outside experts who are knowledgeable in the potential biological, chemical and/or physical hazards associated with the product and the process.




	PROCESS FLOW CHART

Process Flow charts are constructed to provide a clear, simple description of the process steps.  Process Flow charts are a way of recording information about the process.  They may be presented in various ways using diagrams, drawings or symbols.  

Whichever method you decide to use the flow chart must identify all individual steps in the process.  The process flow chart below identifies the most common operation steps in a retail food business.  You need to adapt this Process Flow chart to reflect the steps in your business. This can be achieved by deleting or adding.

The development of a Process Flow charts will help you analyse hazards at each operation in the activity that happens at your business.  

The best way to construct a Process Flow chart is to visually walk through your business and systematically draw a box for each of the places where you store food and for each of the areas where you undertake a different activity. 

The flow chart should start with the receival or purchase of food and finish with serving customers. It should run from top to bottom, and left to right. Try to limit the number of side branches and keep it simple.




Part five: Quality Systems
section 9: Hazard Assessment

9.1
Food Safety Team

The following personnel are members of our Food Safety program team.

Manager



……………………………………………………..

Assistant Manager



……………………………………………………..

Cook





……………………………………………………..

Shop Assistant



……………………………………………………..

9.2 [image: image3.emf]Proprietor

Manager

Chef

(Supervisor)

Maitre De

Apprentice Chef

Kitchen Hand

Waiters

Shop Manager

(Supervisor)

Shop Assistant

Delivery Staff

Food Safety Instructor

Flow chart

	HAZARD ANALYSIS

Once you have constructed a Process Flow chart you can undertake a Hazard Analysis.

A Hazard Analysis is the task of identifying the potential hazards associated with a step in the process, the things that can go wrong at that step. 

A food hazard is something that has the potential to cause the consumer harm.  That is to affect the health of the consumer.  One way of identifying hazards is to identify the source of contamination from the product, people, premises at each step in the flow chart. Where there is a source of contamination you then need to identify whether it is a physical, chemical or biological hazard.  An explanation of each of these categories is described in the Glossary at the back of this Food Safety Program.

The Hazard Analysis is a difficult job that may require expert knowledge.  

When you have completed the identification of the hazards at each step in your process you need to consider for each of the identified hazards.

What is the severity of each hazard in question?  Severity is simply the effect of a hazard on the health of the consumer if it were to occur.  Severity can be rated High (H) as life threatening, severe or chronic or Low (L) if the condition is moderate or mild.

What is the risk that it will occur at this step?  Risk is the chance or probability of the hazard occurring and affecting the product.  If there is a likelihood of the hazard occurring then rate the risk as High (H).  If it is highly unlikely the hazard will occur then rate the risk as Low (L).

If a subsequent step in the process eliminates or reduces the hazard to an acceptable level the risk of the hazard occurring is low.
What is the significance of the identified hazard to the product?  Significance is a combination of the severity of the hazard and the risk of the hazard occurring. 
If the hazard has a high severity and a high risk of occurring the significance of the hazard is High (H) and therefore it is significant for food safety and should be addressed in the Hazard Audit Table.  

The step at which this hazard has the potential to occur is termed a Critical Control Point and it must be controlled and monitored.  Only hazards with high significance are addressed in the Hazard Audit Table.

If the hazard has a low severity and a low risk of occurring the significance of the hazard is Low (L) and therefore it is not significant for food safety and should not be addressed in the Hazard Audit Table.

If the hazard has a high severity and a low risk of occurring the significance of the hazard is LOW (L) and therefore it is not significant for food safety and should not be addressed in the Hazard Audit Table.

If the hazard has a low severity and a high risk of occurring the significance of the hazard is Low (L) and therefore it is not significant for food safety and should not be addressed in the Hazard Audit Table.

When the Hazard Analysis is complete the team needs to consider what control measures are to be applied for each hazard.

A control measure is an action or activity, which is necessary to either eliminate a hazard or reduce their occurrence to an acceptable level.

A model Hazard Analysis for a typical retail food business follows, you can choose to use or adapt this model by adding or deleting information. 




9.3 Hazard Analysis

Each step in the process flow chart has been placed in the following table. The likely sources of contamination have been considered for each step from the product, people, plant (equipment) and premises.

	Step
	Source of Contamination
	Hazards
	Significance
	Control

	
	
	M = Microbiological 

P = Physical

C = Chemical
	SS
	R
	Si
	

	Receival
	Product: Unsafe food supplied by supplier
	M = Contamination with Pathogens 

M = Cross-Contamination during Delivery

P = Contamination with Foreign Matter during Delivery
	H
	H
	H
	Purchasing & Receival Procedure – see Section 5

	
	People: Delivery staff and Our staff
	M = Contamination with Pathogens 

P = Contamination with Foreign Matter 
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: Non- food vehicle or poorly maintained vehicle


	M = Pathogen Growth

M = Cross-Contamination

P = Contamination with Foreign Matter
	H
	H
	H
	Purchasing & Receival Procedure – see Section 5

Perishable food to be at 1°C - 5°C, 

Frozen food at <-10°C

	
	Premises: Unsuitable or poorly maintained receival area
	M = Growth of Pathogens

P = Contamination from Pests
	H
	L
	H
	Premises Hygiene & Maintenance Procedure - see Section 3

	Store 
	Product: Spoilage and contamination from other products
	M = Growth of Pathogens

M = Cross-contamination
	L
	L
	L
	Storage Procedure – see Section 6

	Fruit And Vegetable
	People: Our staff contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	L
	L
	L
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained refrigeration equipment
	M = Growth of Pathogens

P = Contamination with Dirt 
	L
	L
	L
	Premises Hygiene & Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained coolroom
	M = Cross-Contamination

P = Contamination with Foreign Matter-
	L
	L
	L
	Premises Hygiene & Maintenance Procedure - see Section 3


S – Severity,
  R – Risk,
 Si - Significance

	Step
	Source of Contamination
	Hazards
	Significance
	Control

	Store
	Product: Spoilage and contamination from other products
	M = Growth of Pathogens

M = Cross-contamination
	H
	H
	H
	Food to be stored at 1°C - 5°C

	Meat, Poultry, Fish
	People: Our staff contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained refrigeration equipment
	M = Growth of Pathogens

P = Contamination with Dirt 
	H
	H
	H
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained coolroom
	M = Cross-Contamination

P = Contamination with Foreign Matter
	H
	L
	H
	Premises Hygiene and Maintenance Procedure - see Section 3

	Store 
	Product: Spoilage


	M = Growth of Pathogens
	H
	H
	H
	Food to be at 1°C - 5°C

	Dairy
	People: Our staff contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	L
	L
	L
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained refrigeration equipment
	M = Growth of Pathogens

P = Contamination with Dirt 
	H
	H
	H
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained coolroom
	M = Cross-Contamination

P = Contamination with Foreign Matter-
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	Store 
	Product: Spoilage


	M = Growth of Pathogens
	L
	L
	L
	Food to be at 1°C - 5°C

	Dry Goods
	People: Our staff contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	L
	L
	L
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained shelving, ventilation
	P = Contamination with Dirt 
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained storage room
	M = Cross-Contamination

P = Contamination with Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3


	Step
	Source of Contamination
	Hazards
	Significance
	Control

	Store 
	Product: Spoilage


	M = Growth of Pathogens
	H
	L
	H
	Food to be stored at less than   -18°C

	Frozen Products
	People: Our staff contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	L
	L
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained freezer shelving
	P = Contamination with Dirt 
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained freezer
	M = Cross-Contamination

P = Contamination with Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	Fruit & Vegetable Preparation
	Product: Spoilage and contamination from other foods


	M = Growth of Pathogens

M = Cross-Contamination
	H
	H
	H
	Wash product prior to preparation in 50 ppm chlorine solution.

Room temp maintained at less than 17°C

	
	People: Food Handlers contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained utensils and equipment
	M = Cross-Contamination

P = Contamination with Dirt 
	H
	H
	H
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained preparation area
	M = Cross-Contamination

P = Contamination with Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	Meat, Poultry & Fish Preparation
	Product: Spoilage and contamination from other foods


	M = Growth of Pathogens

M = Cross-Contamination
	H
	H
	H
	Food Handling procedures - see Section 7

Room temp maintained at less than 17°C

	
	People: Food Handlers contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained utensils and equipment
	M = Cross-Contamination

P = Contamination with Dirt 
	H
	H
	H
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained preparation area
	M = Cross-Contamination

P = Contamination with Foreign Matter
	L
	L
	L
	Premises Hygiene & Maintenance Procedure - see Section 3


	Step
	Source of Contamination
	Hazards
	Significance
	Control

	Cold Food Preparation
	Product: Spoilage and contamination from other foods


	M = Growth of Pathogens

M = Cross-Contamination
	H
	H
	H
	Recipes developed for each dish

Food Handling procedures - see Section 7

Room temp maintained at less than 17°C

	
	People: Food Handlers contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained utensils and equipment
	M = Cross-Contamination

P = Contamination with Dirt 
	H
	H
	H
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained kitchen
	M = Cross-Contamination

P = Contamination - Foreign Matter
	L
	L
	L
	Premises Hygiene & Maintenance Procedure - see Section 3

	Hot Food Preparation
	Product: Insufficient cooking, spoilage and contamination from other foods


	M = Survival of Pathogens

M = Growth of Pathogens

M = Cross-Contamination
	H
	H
	H
	Recipes followed for each dish

Food Handling procedures - see Section 7

	
	People: Food Handlers contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained utensils and equipment
	M = Cross-Contamination

P = Contamination with Dirt 
	H
	H
	H
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained kitchen
	M = Cross-Contamination

P = Contamination with Foreign Matter
	L
	L
	L
	Premises Hygiene & Maintenance Procedure - see Section 3

	Bakery
	Product: contamination from other foods


	P = Cross-Contamination From Other Products
	L
	H
	H
	Recipes followed for each dish

Food Handling procedures - see Section 7

	Bread Preparation
	People: Food Handlers contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained utensils and equipment
	M = Cross-Contamination

P = Contamination with Dirt 
	H
	H
	H
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained bakery
	M = Cross-Contamination

P = Contamination with Foreign Matter
	L
	L
	L
	Premises Hygiene & Maintenance Procedure - see Section 3


	Step
	Source of Contamination
	Hazards
	Significance
	Control

	Pastry & Dessert Preparation
	Product: Spoilage & contamination from other foods


	M = Growth of Pathogens

M = Cross-contamination

P = Cross-Contamination 
	H
	H
	H
	Recipes followed for each dish

Food Handling procedures - see Section 7

	
	People: Food Handlers contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained utensils and equipment
	M = Cross-Contamination

P = Contamination with Dirt 
	H
	H
	H
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained pastry kitchen
	M = Cross-Contamination

P = Contamination with Foreign Matter
	L
	L
	L
	Premises Hygiene & Maintenance Procedure - see Section 3

	Cooking
	Product: Under cooking


	M = Survival of Pathogens
	H
	L
	L
	Food is sealed prior to storage and reheating

Food Handling procedures - see Section 7

	
	Plant: 
Poorly designed or maintained utensils and ovens
	P = Contamination with Dirt 
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	Cooling
	Product: long cooling time


	M = Growth of Pathogens

M = Formation of Spores
	H
	H
	H
	Recipes followed for each dish to ensure core temperature of foods is cooled to less than 5°C within 90 minutes

Food Handling procedures - see Section 7

	
	Plant: 
Poorly designed or maintained equipment, utensils, coolroom
	M = Cross-Contamination

P = Contamination with Dirt 
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	Store Refrigerate Freeze
	Product: Spoilage and contamination from other foods


	M = Growth of Pathogens

M = Cross-Contamination
	H
	H
	H
	Food to be stored at 1°C - 5°C in coolrooms

Foods to be stored at less than - 18°C in freezers

Food storage procedures

	
	People: Food Handlers contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained shelving
	P = Contamination with Dirt And Other Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained Coolroom & Freezers
	M = Cross-Contamination

P = Contamination with Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3


	Step
	Source of Contamination
	Hazards
	Significance
	Control

	Plate Up -Cold
	Product: Spoilage and contamination from other foods


	M = Growth of Pathogens

M = Cross-Contamination
	H
	H
	H
	Food to be stored at 1°C - 5°C in coolrooms

Foods to be stored at less than - 18°C in freezers

Food storage procedures

	
	People: Food Handlers contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained utensils, equipment, damaged plates
	P = Contamination with Dirt And Other Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained kitchen, coolroom
	M = Cross-Contamination

P = Contamination with Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	Reheat
	Product: Under cooking


	M = Survival of Pathogens
	H
	H
	H
	Food Handling procedures – see Section 7

Recipes developed to ensure following core temperature:

Poultry greater than 70°C

Wet dishes to boiling point

Whole cuts of beef & lamb to no more than 55°C

Whole cuts of pork to greater than 60°C

Rolled roast & minced meat dishes to greater than 70°C

	
	Plant: 
Poorly designed or maintained utensils and ovens
	P = Contamination with Dirt 
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	Plate up - hot
	Product: Contamination from other foods


	M = Growth of Pathogens

M = Cross-Contamination
	L
	L
	L
	Food Handling procedures - see Section 7

	
	People: Food Handlers contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained utensils, equipment, damaged plates
	P = Contamination with Dirt And Other Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained kitchen, coolroom
	M = Cross-Contamination

P = Contamination with Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3


	Step
	Source of Contamination
	Hazards
	Significance
	Control

	Display
	Product: Spoilage and contamination from other foods


	M = Growth of Pathogens

M = Cross-Contamination
	H
	H
	H
	Perishable food to be displayed for no more than four hours or kept at 1°C - 5°C

Hot Food to be displayed for no more than four hours after cooking or kept at greater than 60°C

Frozen foods to be displayed at less than - 15°C 

Food storage procedures

	
	People: Food Handlers contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained utensils, and displays
	P = Contamination with Dirt And Other Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: Poorly maintained service area
	M = Cross-Contamination

P = Contamination with Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	Transport
	Product: Spoilage and contamination from other foods and foreign matter


	M = Growth of Pathogens

M = Cross-Contamination

P = Dust, dirt and other matter

C = Vehicle fumes & chemicals carried
	H
	H
	H
	Food to be transported at 1°C - 5°C 

Frozen foods to be transported at less than - 10°C 

Food transport procedures see section 8

	
	People: Delivery staff contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
Poorly designed or maintained food transport vehicle
	P = Contamination with Dirt And Other Foreign Matter
	L
	L
	L
	Premises Hygiene and Maintenance Procedure - see Section 3

	
	Premises: N/A
	
	
	
	
	

	Serve
	Product: Spoilage and contamination from other foods


	M = Growth of Pathogens

M = Cross-Contamination
	L
	L
	L
	Food Handling procedures - see Section 7

	
	People: Service staff contaminate food 


	M = Contamination with Pathogens 

P = Contamination with Foreign Matter
	H
	H
	H
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

	
	Plant: 
N/A
	
	
	
	
	

	
	Premises: N/A
	
	
	
	
	


	HAZARD AUDIT TABLE

The Hazard Audit Table is a summary of information to control a significant hazard at a step in the process.  A significant hazard is where you identified the severity as high and the risk as either high or low.

For each column in your Hazard Audit Table the following information should be included.  The audit table in this section shows the control measures, method for monitoring, corrective actions and records to be kept for those hazards identified in the hazard analysis as being significant.

Control Measures

The control measures described in the audit table are designed to eliminate or minimise the significant hazards identified during the hazard analysis.  They complement the hygiene procedures listed in Part two, three and four that are the standard operating procedures designed to minimise the risk of the significant hazards.  

The control measure should include the associated procedures and the critical limit(s) for their control.

Monitoring Controls
Either observation and/or tests to determine whether the process at that step in the business is in control or out of control.  The following five aspects need to be addressed for each control limit:

What? The target of the control is defined.

How? The method for monitoring the What? is described.

Where? The location for undertaking the How? and What? is defined.
When? The timing and/or frequency of the How? and What? is defined.
Who? The person responsible is for monitoring is identified.

Corrective Actions
This column describes corrective action taken when monitoring identifies a control limit is wrong.  Corrective action is taken to make sure our product is of the right quality and consumer safety is maintained.  Corrective action where appropriate includes control measures to prevent further recurrence.

Corrective actions need to be monitored to ensure correct implementation and that the actions are effective.  Corrective action may also be identified as a result of analysis of existing Food Safety records or of decisions resulting from our HACCP team meetings.

Records
This column describes the type of record used to collect the data during the monitoring of controls.  The form is to be completed by the person identified in the monitoring column.  The purpose of the records is to provide evidence that controls are being maintained over a period of time.

Information is collated into the following hazard audit table.

A model Hazard Audit Table for a typical retail food business follows, you can choose to use or adapt this model by adding or deleting information. 




9.4
Hazard Audit Table

	Step
	Control
	Control Limit
	Monitoring Procedures
	Corrective Actions
	Records

	Receival
	Purchasing & Receival Procedure – see Section 5
	Perishable food to be at 1°C - 5°C, 

Frozen food at <-10°C
	What: 

All delivered food 

How: 
Temp. check with thermometer & 
visual check of product and 
packaging

Where:
At point of receival

When: 
At time of receival
	Reject food supplied in incorrectly designed and maintained vehicles 

Reject unsealed ready to eat PHF if greater than 5°C. 
	Receival docket

Product Receival Check List Form

	
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10
	
	Who: 
Manager
	If the food is PHF and is to be cooked, reject if greater than 10°C.


	

	
	Premises Hygiene & Maintenance Procedure - see Section 3
	
	
	Reject food that has visual signs of contamination with foreign matter.
	

	Store Fruit And Vegetable
	Storage Procedure – see Section 6Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10
	Food to be stored at 1°C - 5°C
	What:

Air temp. of Fruit & Veg Coolroom

How: 

Fixed thermometer

Where: 
Fruit & Veg coolroom

When: 
Start and finish of days trading

Who: 

Supervisor
	Check core temperature of food:

if greater than 5°C use quickly
	Daily fridge temp. Form

	
	Premises Hygiene & Maintenance Procedure - see Section 3
	
	
	
	

	Store Meat, Poultry, Fish


	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

Premises Hygiene and Maintenance Procedure - see Section 3
	Food to be stored at 1°C - 5°C
	What:
Air temp of Meat, Fish & Poultry Coolroom

How: 
Fixed thermometer

Where: 
Meat, fish & poultry coolroom

When:
Start and finish of days trading 

Who: 
Supervisor
	Check core temperature of food:

if between 5°C and 10°C use quickly, or

if greater than 10°C throw out.
	Daily fridge temp. Form


	Step
	Control
	Control Limit
	Monitoring Procedures
	Corrective Actions
	Records

	Store Dairy
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10
	Food to be stored at 1°C - 4°C
	What:
Air temperature of Dairy Coolroom

How: 
Fixed thermometer

Where: 
Dairy coolroom

When:
Start and finish of days trading 

Who: 
Supervisor
	Check core temperature of food:

if between 5°C and 10°C use quickly, or

if greater than 10°C throw out.
	Daily fridge temp. Form

	
	Premises Hygiene and Maintenance Procedure - see Section 3
	
	
	
	

	Store  Dry  
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10
	
	
	
	

	
	Premises Hygiene and Maintenance Procedure - see Section 3
	
	
	
	

	Store Frozen Products 
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10
	Food to be stored at less than   -18°C
	What:
Air temperature of Freezer

How: 
Fixed thermometer

Where: 
Freezer

When:
Start and finish of days trading

Who: 
Supervisor
	Check core temperature of food:

if between - 15°C and 10°C use quickly, do not re-freeze, or

if greater than 10°C throw out.
	Daily fridge temp. Form

	
	Premises Hygiene and Maintenance Procedure - see Section 3
	
	
	
	

	Preparation
	Food Handling procedures - see Section 7

Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10. 

Premises Hygiene and Maintenance Procedure - see Section 3
	Wash product prior to preparation in 50 ppm chlorine solution.


	What:
Water in vegetable wash

How: 
Test strip

Where: 
Preparation Area

When:
At commencement of shift

Who: 
Supervisor
	If less than 50 ppm re-dose water with chlorine.
	F&V Wash log Form


	Step
	Control
	Control Limit
	Monitoring Procedures
	Corrective Actions
	Records

	Plate Up - Cold
	Food storage procedures Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10
	
	
	
	

	
	Premises Hygiene and Maintenance Procedure - see Section 3
	
	
	
	

	Cook/ Reheat
	Food Handling procedures – see Section 7 

Premises Hygiene and Maintenance Procedure - see Section 3


	Food heated so that all external surfaces are cooked and internal temperature of poultry, rolled roasts, minced meat dishes and pork is greater than 75°C and wet dishes are boiled for at least five minutes
	What:
Core temperature of food

How: 
Temperature probe

Where: 
In kitchen/oven

When:
Every batch

Who: 
Cook preparing batch
	Continue cooking until control limit met
	Cooking log Form

	Cooling 
	Recipes followed for each dish to ensure food cooled quickly 

Food Handling procedures-see Section 7
	Core temperature of foods is cooled to less than 5°C within two hours
	What:
Temperature of product Four hours after cooking

How: 
Hand thermometer

Where: 
In kitchen

When:
Every batch

Who:
Cook preparing batch
	Re-pack food into smaller packages and check temperature in 90 minutes, if food still above 5°C throw out.

Change procedures so that future batches are placed in smaller containers/packages
	Cook/Chill log Form

	
	Food storage procedures Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10
	
	
	
	

	
	Premises Hygiene and Maintenance Procedure - see Section 3
	
	
	
	


	Step
	Control
	Control Limit
	Monitoring Procedures
	Corrective Actions
	Records

	Plate up - hot
	Food Handling procedures - see Section 7
	
	
	
	

	
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10
	
	
	
	

	
	Premises Hygiene and Maintenance Procedure - see Section 3
	
	
	
	

	Display
	Food Handling procedures - see Section 7

Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10
	Perishable food to be displayed for no more than four hours or kept at 1°C - 5°C

Hot Food to be displayed for no more than four hours or kept at greater than 60°C

Food storage procedures
	What:
Random product temperatures in displays

How: 
Probe thermometer

Where: 
All displays

When: 
When display is set up and every three hours thereafter

Who: 
Supervisor
	Check core temperature of food:

Cold food - if greater than 10°C discard

Hot food – if less than 55°C discard
	Display temp Form

	Transport
	Food Handling procedures - see Section 7

Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10

Food transport procedures see section 8
	Food to be transported at 1°C - 5°C 

Frozen foods to be transported at less than - 10°C 


	What:
Product temperature

How: 
Probe thermometer

Where: 
Point of delivery

When: 
At time of delivery

Who: 
Delivery person
	Check core temperature of food:

Cold food - if greater than 10°C return

Frozen food – if less than -10°C return
	Delivery docket



	Serve
	Food Handling procedures - see Section 7
	
	
	
	

	
	Compliance with Personal Hygiene Practices - see Section 2 and compliance with training plan - see Section 10
	
	
	
	


	TRAINING

To ensure that food sold at the business is of the highest safety and quality, staff need to have competencies appropriate to the functions they perform.

A training arrangement where all staff learn about food hygiene from a Food Safety Instructor is a requirement of the food safety program.  A Food Safety Instructor must:

· know how to recognise, prevent and stop hazards associated with the handling of food at the business;

· know the food safety competency standards that apply to the handling of food at the business; and

· have the ability to train staff to safely handle food at the business.

Either the proprietor or a training organisation such as The Food Group from Chisholm Institute of TAFE can perform the role of the Food Safety Instructor.

 In this section you will need to describe the training arrangements for your business.

A model training plan for a typical retail food business follows, you can choose to use or adapt this model by adding or deleting information. 




section 10: Training

This section describes the way in which training requirements are identified, implemented and monitored to ensure that all staff that handle food products or equipment have the right food safety skills and competencies for the tasks they are responsible for.

To ensure that food sold at our business is of the highest safety and quality, all staff are trained to:

· Conduct themselves within the required hygiene standard

· Handle food hygienically

· Maintain their work area in a clean and sanitary condition

Staff with supervision and management responsibilities are trained to monitor the food safety program and to take corrective action to fix problems when they occur. 

10.1
Induction Training

Prior to commencing food-handling duties, the kitchen Manager provides an induction program about the business and (Trading Name)’s food safety plan.

10.2
On-job Training

Prior to undertaking a new position or a new task, the supervisor responsible for the staff member, provides instruction about the hygiene and sanitation procedures that relates to the new tasks.

Staff are not permitted to undertake a new task unsupervised until their supervisor is satisfied that they have the competence to perform the task safely.

10.3
Food Hygiene Training

Staff are provided with training at least once each year by the food safety instructor to ensure that their competence and skills are enhanced.  

The Manager co-ordinates training programs.

10.4
Training Records

A Training Record describing the date, the type of training, the length of the training and the training provider is kept for each staff member in the HACCP record file

10.5
Staff Structure

The following diagram describes our staff structure:
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10.6
Position Responsibilities

10.6.1
Manager

Role: 


This position is responsible for the management of the (Trading Name) business and for ensuring that food sold is safe and of the highest quality.

Responsibilities:

· To implement the food safety program.

· To appoint and induct staff against the food safety program.

· To train supervisors to perform duties as described by the Food Safety Program.

· To co-ordinate the training of staff.

· To monitor compliance with the Food Safety Program.

· To ensure corrective actions are followed when controls are not met.

· To investigate and respond to customer complaints.

· To manage the recall of products.

· To oversee the purchasing and receival procedure.

· To undertake internal audits at scheduled dates.

· To review the Food Safety Program.

· To update the Food Safety Program as necessary.

· To co-ordinate microbiological testing procedure.

· To comply with personal hygiene procedures.

· To comply with food handling procedures.

· To comply with the premises hygiene and maintenance procedures.

· To perform duties of the supervisor in their absence.

10.6.2
Supervisor

Role:


The Assistant Manager is responsible for the daily supervision of staff to make sure food hygiene standards are maintained and that the Food Safety Program is complied with.

Responsibilities:

· To monitor compliance with the Food Safety Program.

· To complete records listed in the Food Safety Program.

· To train staff to perform duties safely.

· To implement corrective actions when controls are not met.

· To report non-compliance with the Food Safety Program to the Manager.

· To comply with the purchasing and receival procedure.

· To comply with personal hygiene procedures.

· To comply with food handling procedures.

· To comply with the premises hygiene and maintenance procedures.

· To act as the Manager in their absence.

10.6.3
General Staff

Food Handlers

Shop Assistants

Role:
General staff are required to conduct themselves in accordance with the hygiene standards described in the Food Safety Program.

Responsibilities:

· To comply with personal hygiene procedures.

· To comply with food handling procedures.

· To comply with the premises hygiene and maintenance procedures.

· To complete records required by the food hygiene procedures.

· To report non-compliance with the Food Safety Program to the supervisor.

10.6.4
Food Safety Instructor 

Role: 


This position is responsible for formally training all staff to have food hygiene competencies and to train supervisors and managers to effectively monitor compliance with the Food Safety Program.

Name of Food Safety Instructor:

…………………………………………………………………………………………

The qualifications of the Food Safety Instructor are kept in the HACCP record file.

Responsibilities:

To train supervisors and managers to:

· Monitor compliance with the Food Safety Program

· Implement corrective actions when controls are not met

· Implement continuous improvement activities

To training staff to:

· Conduct themselves within the required hygiene standard;

· Handle food hygienically; and

· Maintain their work area in a clean and sanitary condition.

	CUSTOMER COMPLAINTS 

Customer complaints describe how you handle complaints.

The aim of this section is to explain how staff report and record complaints and details action taken to rectify the complaint.

This section requires:

· Reporting details to Management

· Recording details of complaints

· When to report incidents to the local Council Health Department




	RECALL PROCEDURE

A planned product recall procedure makes sure you can recall contaminated food if necessary.  A product recall aims to remove from sale, distribution and consumption any food which poses a health risk to consumers and includes the notification of consumers and the relevant government authorities.  A product recall plan is essential in ensuring that only safe food reaches the consumer.
The aim of this section is to describe the ways you deal with products that are to be recalled.




	section 11: Customer Complaints & Product Recall


This section describes the procedures for, reporting, recording and resolving customer complaints.

11.1
Reporting, Recording and resolving Complaints

Where an incident of food adulteration, food contamination or food poisoning is alleged it is immediately reported to the Manager.  Details of the reported incident are recorded on the Complaint Investigation Form 

The Manager investigates the incident by interviewing the complainant and food service staff on duty at the time of the alleged incident.

The Manager advises the complainant in writing of the results of the investigation.

If at any time the investigation reveals a broader risk to public health the Manager advises the Registration Authority. 

The Manager implements corrective action if necessary.

Records of customer complaint investigations are kept in the HACCP record file.

11.2
PRODUCT RECALL

In the event that a customer complaint or externals source such as the police or health authorities reveal a potential risk to public health the following procedure is followed by the Manager:

· Information is gathered relating to the product including the type of product produced, when it was produced, how much was produced and the possible cause of the problem. 

· The nature of the problem and the risk to public health is assessed.  If a health risk exists the Manager initiates a recall and stops any further selling or distribution of the contaminated product. 

· The Manager traces the product and determines how much product is implicated and where it is located or where it was sold.

· The Manager contacts business customers and provides them with all details relating to the product.

· The nature of the problem

· The product involved

· Date codes 

· The quantities involved

· Arrangements are made to retrieve the affected product or to return the affected product to a designated location.  Arrangements are also made for credit or product replacement.

· The Manager contacts the Registration Authority by phone and provides them with all of the details relating to the recall.

· All recovered product is well covered, isolated and clearly labelled to prevent it from being used or sold.  The Manager informs all employees to ensure all recovered products remains isolated. 

· At the completion of the recall the Manager obtains approval from the Registration Authority prior to reprocessing any of the affected product. Product required to be destroyed or disposed of is done so under the supervision of the Registration Authority.


Records of the recall are kept in the HACCP record file.

	CALIBRATION

Calibration explains the steps you take to make sure your equipment works properly.  

The aim of this section is to explain how you make sure your thermometers, scales etc are accurate.

In this section you will need to describe:

· How equipment being calibrated is uniquely identified 

· The method used to calibrate equipment

· The records kept as evidence of calibration




section 12: Calibration

This section outlines the method for ensuring the accuracy of refrigeration temperature gauges and thermometers for measuring the temperature of food products at Receival and during food preparation activities. 

12.1
Thermometers

Coolroom and freezer temperature gauges are checked annually by refrigeration contractors to ensure accuracy.  

A calibration certificate is provided and kept in the HACCP record file.

Hand-held thermometers guns are calibrated every month using the manufacturers calibration test kit.

Hand-held probe thermometers are tested every three months to ensure accuracy to 0 ° using the following method:

· Crush 50 - 100 g of ice and place in a small container eg drinking glass

· Stir until there is approx 25 ml free liquid from melted ice
· Stir ice / liquid mix with sensing point of thermometer for at least one minute
· When temperature reading has stabilised, record this as the thermometer reading
A record of the calibration of each hand held thermometer is kept in the HACCP record file.

	MICROBIOLOGICAL TESTING

Microbiological testing explains how you test for pathogens or food poisoning organisms such as Salmonella, staphylococci and bacillus.  

This is an optional program that you may wish to consider for verifying the microbiological levels of raw materials, finished product and the effectiveness of your cleaning program.

In this section you need to address:

· Details of your microbiological testing program

· Your corrective action if test show contamination has occurred



section 13: Microbiological Testing 

Microbiological testing is undertaken to ensure practices in preparing and serving food for customers and the cleaning program are being performed effectively.

Microbiological testing is co-ordinated by the Manager who arranges collection of samples and delivery to a Public Analyst.

13.1
Microbiological Testing

Microbiological testing is conducted once per month to verify that our control measures are effective.

Microbiological testing is used to check:

· That the cleaning and sanitation program is working

· The raw materials that we buy are safe

· That the products we sell are safe

· The water we use meets the standards for drinking water as set down by our State Authority

13.2
Corrective Action

Corrective action for product that has been tested and found to exceed the acceptable level of micro-organisms will include one or more of the following:

· Report to supplier

· Discard affected product

· Review of procedures

· Increases in monitoring until defects are rectified

Corrective action for contact surfaces tested and found to exceed the acceptable level of micro-organisms will include one or more of the following:

· Instruction to cleaning staff

· Review of chemical and or chemical concentrations

· Review the cleaning procedure

· Scheduling of additional cleaning

· Increases in monitoring until defect rectified

The Manager is responsible for implementing corrective action.

Analyst certificates and records of corrective actions are kept in the HACCP record file.

	DOCUMENTATION

Documentation explains how you keep control of all your documentation.

The aim of this section is to explain how you amend and control your Food Safety Program.

This section requires:

· Details of how you change you FSP

· How you identify the current FSP

· Where are the FSP records maintained




section 14: Documentation

This section describes how the food safety plan is changed, and how records are maintained to show compliance with the food safety plan.

14.1
Changes to the food Safety plan

Where there is reason to change the Food Safety Plan the Manager documents the changes and amends the Food Safety Plan.  A copy of the amendment is forwarded to the registration authority within 14 days of the amendment being implemented.

The Manager updates the manual by replacing the out of date page(s) with the newly issued page(s). 

14.2
Document status

A unique stamp is applied to each page of the Food Safety Plan by the registration authority.

14.3
Records

 Records kept to show compliance with the Food Safety Plan are listed in the following table:

	INTERNAL EXTERNAL AUDITING

Planned internal and external audits provide verification that your system is safeguarding the safety of the food.

The aim of this section is to describe your internal audit method and your scheduling of external audits.

This section requires:

· Details of how you conduct an internal audit

· External audit schedule




section 15: Internal and external Audits

This procedure describes how audits of the Food Safety Plan are scheduled, planned, conducted and documented.

15.1
Internal Audit Scheduling

The Manager schedules audits of the Food Safety Plan at a frequency of at least once every three months. 

The Manager may increase the number of internal audits of a section if the result of the audit of the section is unsatisfactory.  All areas are audited at least once during the year.

15.2
Performing and Recording Audits

An independent person conducts audits. The auditor reviews each paragraph of the section through interviews, observation of activities and reviewing records.  The auditor collects and analyses evidence that is relevant to draw conclusions about our Food Safety Plan.

The auditor provides an audit report to the Manager which is stored in the HACCP record file.

15.3
Dealing with Non conformities

The auditor provides the Manager with a report of non-conformities.
When a non-conformity is identified the auditor discusses the non-conformity with the staff member responsible and makes sure the issues and corrective action is understood.

A major non-conformity that is likely to result in an immediate hazard to the safety of the food product or the quality of the service is rectified without delay.

A minor non-conformity maybe rectified immediately or a rectification date is allocated following consultation with the appropriate staff.  The Manager is responsible for ensuring that non-conformities are rectified by the rectification date.

15.4
Verification of Corrective Action

The Manager and auditor observe the corrective action taken to confirm that the non-conformity has been fixed.  Following the check the auditor signs the audit report indicate the corrective action taken has rectified the non-conformity.

15.5
External Audits

The Manager schedules external audits at the frequency required by The Food Act.  An approved external auditor conducts external audits and the Food Safety audit certificates are sent to the Registration Authority within 14 days of the external audit.

	CONTINUOUS IMPROVEMENT

Continuous quality improvement shows how you make sure you are getting better all the time.  This is also an optional section that you may wish to consider as a means to continuously improving your Food Safety Program.

The aim of this section is to explain how you improve the quality of the food or service at your premises.

This section requires:

· Method for improving quality or service




section 16: Continuous Quality Improvement

This section describes how (Trading Name) aims to improve the quality of the food and service through the use of best practice and the adoption of a continuous improvement approach.

16.1
Continuous improvement program

The continuous quality improvement program focuses on customer needs and food safety incorporating the following stages:

Ongoing process of collecting information on our performance.

Assessments of the collected information by the HACCP committee identifies opportunities for improvement and strategies to maximise food safety standards.

Action taken to fix a problem might involve a change to procedures, different use of Hotel resources, buying new equipment or organisational changes. Results of studies and actions taken are communicated to the staff involved.

Evaluations are undertaken to make sure introduced actions have been effective.

(Trading Name)  quality improvement approach is a problem solving approach built into daily activities.  Each kitchen team is encouraged to develop improved standards for specific situations to ensure customer satisfaction with the service and food safety outcome.

Our Quality Improvement Activities include:

· Compliance with food safety plan

· Monthly HACCP team meetings

· Three monthly internal audits

· Weekly inspections for compliance with hygiene standards.

Section 17: glossary of terms

	Audit
	Systematic and independent examination of our Food Safety System to determine whether procedures that have been introduced are being followed, and that the system achieves its aims.



	Cleaning program
	Is a planned schedule of how, when and where the removal of soilage from a surface will be done.



	Control measure
	Any action and activity that can be used to prevent or eliminate a food safety hazard or reduce it to an acceptable level.



	Corrective action
	Any action taken when the results of monitoring at a control limit indicates a loss of control.



	Flow Chart
	A is a step-by-step, pictorial record of each operation that occurs in the business



	Food Safety Program
	Quality Assurance System based on Hazard Analysis Critical Control Points (HACCP) used to produce safe foods for customers to eat.



	HACCP
	Hazard Analysis Critical Control Points - A systematic approach to food safety relying upon the prevention of problems arising and the checking of danger areas rather than relying on end-product testing.



	Hazard
	A biological, chemical or physical agent in, or condition of, food with the potential to cause an adverse health effect.

Biological hazards:

bacteria

virus 

parasite

mould 
Physical hazards:

hair 

grease

plastic 

glass

metal

Chemical hazards:

agricultural chemicals 

veterinary chemicals 

cleaning chemicals



	Hazard analysis
	The process of collecting and evaluating information on hazards and conditions leading to their presence to decide which are significant for food safety and therefore should be addressed in the Food Safety Program.



	Major Non Conformity
	· A previous minor nonconformity that has not, or not sufficiently, been given attention.

· A deficiency that is likely to result in an immediate hazard to the quality of the product or service.




	Minor Non Conformity
	Means an observed lapse in the Food Safety Program that does not cause a hazard to the quality of the product or service.



	Non Conformity
	Means we don't comply with the specified requirements we set in our Food Safety Program.



	Potentially Hazardous Food (PHF)
	Means any food that supports the growth of food poisoning organisms.

	Procedures
	Describes:

· WHAT is to be done

· WHEN it is to be done

· WHO is responsible

· HOW it is to be done

· WHERE it occurs

· WHY it occurs



	Quality Control
	A system of inspection and actions used to achieve or maintain the level of quality required to satisfy our customers



	Sanitising
	Is the application of approved chemical agents or processes to cleaned surfaces to effectively destroy micro-organisms including pathogens.



	Specifications
	Quality agreement between the supplier and the customer. The following criteria needs to be considered:

· Chemical specifications

· Microbiological specifications

· Physical specifications

· Composition specifications

· Organoleptic specifications

· Shelf-life specifications

· Customer requirements

· Legal requirements

· Management requirements



	Validation
	Obtaining evidence that the elements of the Food Safety Program are effective.



	Vendor Assurance
	An agreement struck between the Purchaser and the vendor (our suppliers) to ensure that stock ordered is delivered to our requirements.



	Verification
	The application of methods, procedures, tests and other evaluations, in addition to monitoring to determine compliance with the Food Safety Program.



	Verification Procedure
	Is used to ensure the HACCP system achieves its goals.  This is usually some sort of microbiological testing or internal audit, which provides assurance that the HACCP system is achieving the production of safe and wholesome food of quality demanded by our customers.




APPENDIX: Cleaning schedule

	Equipment:
	Workbenches, storage shelves and counters.
	Equipment:
	Slices, mixers

	Job Number:
	1
	Job Number:
	2

	Person Responsible
	
	Person Responsible
	

	Process:
	
Remove dry soil.


Rinse with warm water.


Apply detergent and wash (ensures correct concentration and contact time – refer to manufacturer’s instructions).


Rinse with clean water.


Apply sanitiser (ensure correct concentration and contact time – refer to manufacturer’s instructions).


Rinse with clean water or air dry 
	Process:
	
Remove dry soil.


Dismantle machine, remove all detachable pieces.


Remove dry soil.


Rinse with warm water.


Apply detergent to machine and wash, soak detachable pieces.


Rinse with clean water.


Apply sanitiser to machine and soak detachable pieces.


Rinse with clean water or air dry.

	Frequency:
	Start and end of each day.
	Frequency:
	After use.

	Products used:
	Scraper, brush, clean cloths, detergent and sanitiser.
	Products used:
	Scraper, brush, clean cloths, detergent and sanitiser.


	Equipment:
	Oven, grill, bain marie, warmer
	Equipment:
	Refrigerated displays and counters.

	Job Number:
	3
	Job Number:
	4

	Person Responsible
	
	Person Responsible
	

	Process:
	
Remove dry soil.


Remove all detachable pieces.


Rinse with warm water.


Apply detergent and wash, soak detachable pieces.


Rinse with clean water.


Apply sanitiser and soak detachable pieces.


Rinse with clean water or air dry.
	Process:
	
Remove dry soil.


Rinse with warm water.


Apply detergent and wash.


Rinse with clean water.


Apply sanitiser.


Rinse with clean water or air dry.



	Frequency:
	After use.
	Frequency:
	End of each day and after spillage.

	Products used:
	Scraper, brush, clean cloths, detergent and sanitiser.
	Products used:
	Scraper, brush, clean cloths, detergent and sanitiser.


	Equipment:
	Utensils, cutting boards and other cooking equipment.
	Equipment:
	Cleaning equipment.

	Job Number:
	5
	Job Number:
	6

	Person Responsible
	
	Person Responsible
	

	Process:
	
Remove dry soil.


Rinse with warm water.


Apply detergent (soaking) and wash.


Rinse with clean water.


Apply sanitiser.


Air dry.
	Process:
	
Remove dry soil.


Rinse with warm water.


Apply detergent (soaking) and wash.


Rinse with clean water.


Apply sanitiser.


Air dry.

	Frequency:
	After usage and in between usage.
	Frequency:
	After usage.

	Products used:
	Clean cloths, brush, detergent and sanitiser.
	Products used:
	Clean cloths, brush, detergent and sanitiser.


Cleaning Schedule continued

	Equipment:
	Floors.
	Equipment:
	Waste containers.

	Job Number:
	7
	Job Number:
	8

	Person Responsible
	
	Person Responsible
	

	Process:
	
Remove dry soil with broom.


Rinse with warm water.


Apply detergent and scrub with clean broom.


Rinse with clean water.


	Process:
	
Remove dry soil with broom.


Rinse with warm water.


Apply detergent and scrub with clean broom.


Rinse with clean water.


Apply sanitiser.

· Rinse with clean water or air dry.

· Place bins upside down and off the floor to drain.

	Frequency:
	End of each day and after spillages.
	Frequency:
	End of each day.

	Products used:
	Broom, hose, buckets, detergent and sanitiser.
	Products used:
	Hose, brush, bucket, detergent and sanitiser.


	Equipment:
	Refrigeration units, cool rooms, freezers & storage areas.
	Equipment:
	Garbage area

	Job Number:
	9
	Job Number:
	10

	Person Responsible
	
	Person Responsible
	

	Process:
	
Remove dry soil.


Rinse with warm water.


Apply detergent and wash.


Rinse with clean water.


Apply sanitiser.


Rinse with clean water or air dry.
	Process:
	
Remove dry soil.


Rinse with warm water.


Apply detergent and wash.


Rinse with clean water.


Apply sanitiser.


Rinse with clean water or air dry.

	Frequency:
	Weekly and after spillages.
	Frequency:
	After collection.

	Products used:
	Clean cloths, brush, detergent and sanitiser.
	Products used:
	Broom, brush, buckets, detergent and sanitiser.


	Equipment:
	Walls, cupboards, light fittings.
	Equipment:
	Windows

	Job Number:
	11
	Job Number:
	12

	Person Responsible
	
	Person Responsible
	

	Process:
	
Remove dry soil.


Rinse with warm water.


Apply detergent and wash.


Rinse with clean water.


	Process:
	
Remove fly screens and dry soil.


Rinse with warm water.


Apply detergent and wash.


Rinse with clean water.



	Frequency:
	Monthly.
	Frequency:
	Monthly

	Products used:
	Clean cloths, brush, detergent and sanitiser.
	Products used:
	Clean cloths, brush, bucket, detergent and window cleaner.


Cleaning Schedule continued

	Equipment:
	Canopy hood and fan.
	Equipment
	Uniforms

	Job Number:
	12
	Job Number
	13

	Person Responsible
	
	Person Responsible
	

	Process:
	
Remove dry soil.


Rinse with warm water.


Apply detergent and wash.


Rinse with clean water.


	Process
	Machine washed and dried

	Frequency:
	Monthly.
	Frequency
	At the completion of each day

	Products used:
	Clean cloths, brush, detergent and sanitiser.
	Products used:
	Detergent
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