FOOD SAFETY PLAN

ABERDEENSHIRE COUNCIL’S RISK ASSESSMENT OF KITCHENS/SERVERIES

THREE PART DOCUMENT

1. Policies and Procedures

2. Flow Chart

Hazard/Control/Action for all processes in the production and service of meals.

3. Assessment

Hazard/Control/In Place/Action


WHAT THE LAW REQUIRES

The Food Safety (General Food Hygiene) Regulations 1995, whilst providing similar requirements to The Food Hygiene (General) Regulations 1970, provides new powers in respect of the need for all food businesses to undertake assessment of potential food hazards, as well as ensuring food handlers are supervised and instructed and/or trained in food hygiene matters commensurate with their work activities.

The Regulations state that:


The proprietor of a food business shall identify any step in the activities of their food business, which is critical to ensuring food safety.  Adequate safety procedures must be identified, implemented, maintained and reviewed on the basis of the following principles:

a) Analysis of the potential food hazards;

b) Identification of the points where food hazards occur;

c) Deciding which of the points identified are critical to ensuring food safety;

d) Identification and implementation of effective control and monitoring procedures at those critical points; and

e) Review of the analysis of food hazards, the critical control points and the control and monitoring procedures periodically, and whenever the business’s operations change.

The Regulations do not require all food businesses to undertake HACCP (Hazard Analysis Critical Control Point) Assessment and significantly the need for documentation and verification are both missing from the legislation.

It is though difficult to comprehend how a proprietor of a food business will demonstrate to the Food Authority Authorised Officer that they have carried out a hazard analysis if there is no paperwork, records etc to support it.

This statement in some respects is supported by Code of Practice No 9, which provides guidance to Food Authority Authorised Officers.

Paragraph 61 states:

“…In certain high risk businesses and operations, a formal documented hazard analysis system based on specialist advice may be necessary to establish effective controls.  Enforcement officers may therefore wish to encourage documented hazard analysis systems in such situations, although a documented system would not be an express legal requirement”.

1.

Paragraph 61 of the Code of Practice draws attention to the need for authorised officers to give due consideration to Industry Guides and have regard to any advice issued by Central Government Departments or by LACOTS (Local Authority Co-ordinating Body on Food and Trading Standards).

Industry Guides aim to provide a food business sector (e.g. catering) with a guide to:

· Compliance with the requirements of the Regulations

· Practices specific to an industry sector which are generally necessary to secure the safety and wholesomeness of food

LACOTS have also provided guidance to Local Authorities on the application of risk assessment principles to food hygiene inspections.

This document states that inspections by Authorised Officers:

“…should include an assessment of a business’s hazard analysis if one exists.  It should confirm the proprietor has identified relevant hazards, assessed risks and identified suitable controls to effectively manage the risks”.

It is recommended that all premises hold a copy of INDUSTRY GUIDE TO GOOD HYGIENE PRACTICE: CATERING GUIDE.

Everyone involved in catering will find this Industry Guide a valuable help in achieving compliance with the Regulations which support the EC Food Hygiene Directive.

2.

WHEN THE INSPECTOR CALLS

Food hygiene inspections have two main purposes:

· Seek to identify any hazards arising from the activities carried on and the effectiveness of the food business’s own hazard analysis assessment to control these hazards

· To identify contravention’s of the legislation and have them corrected

Enforcement Officers should, in the first instances offer advice and guidance in respect of the requirement for hazard analysis, although they are advised by the Scottish Executive that they must not undertake the project on your behalf.  If though you ignore their advice or there is an imminent risk to the health of your customers from the operation of your establishment, you can expect them to utilise their extensive enforcement powers.

It can be anticipated that by introducing an effective system of hazard analysis, contravention of other food safety requirements will be eliminated or reduced to issues that do not pose a hazard to your customers.

You should expect:

· Courtesy

· Inspection feedback at the conclusion of the inspection

· Clear advice as to what is a legal requirement

· Clear differentiation between legal requirements and good practice recommendations

· Written statement of what law had been breached, if applicable

· Reasonable time to meet any legal requirements

· Advice on appeal procedures, if applicable

3.

POWERS OF OFFICERS

Officers have power to enter a food business at any reasonable time to carry out their duties. All officers would carry authenticated documents showing their authority.

They have the power to:

· Take food samples

· Take photographs/videos

· Inspect any records relating to the business

· Seize and detain any records which could be used in evidence in legal proceedings

· Close premises where there is an imminent risk to health

When a breach of the law exists the following action may be taken:

· Informal action (e.g. letter or report)

· Notice of intention to serve an Improvement Notice

· Service of an Improvement Notice

· Prosecution

· Emergency Prohibition Notice

· Prohibition Order (via court)

· Detain or seize food

4.

COMMON CAUSES OF FOOD POISONING

The Food Safety Plan provides a method of assessing the hazards from your catering operation and determining the action necessary to ensure all reasonable steps have been taken to prevent hazardous food reaching your consumer.

The most significant hazard to your customers is bacterial contamination, which may result in your customers suffering from food poisoning.  A study undertaken by the Central Diseases Surveillance Centre of food poisoning outbreaks identified the ten most common causes.  In order of occurrence they are:

· Food prepared too far in advance and stored at room temperature, i.e. not under refrigeration

· Cooling food too slowly prior to refrigeration

· Not reheating food to high enough temperatures to destroy food poisoning bacteria

· The use of cooked food contaminated with food poisoning bacteria

· Undercooking

· Not thawing frozen poultry for sufficient time

· Cross-contamination from raw food to cooked food

· Storing hot food below 63(C

· Infected food handlers

· Use of leftovers

Significantly all ten causes relate to the way we prepare and handle food; our practices and procedures.

5.

IDENTIFICATION OF HAZARDS

A HAZARD  = THE POTENTIAL TO CAUSE HARM EITHER PHYSICAL CHEMICAL OR MICROBIOLOGICAL

Hazards can be grouped as follows: -

a)
Product
A hazard which is likely to be present in the food at the outset;

b)
Contamination
A hazard by contamination at a particular stage of the operation;

c)
Bacterial Growth
A hazard may increase (e.g. microbiological growth or toxin production) at a particular stage; or

d)
Survival
A hazard might survive a particular stage designed to destroy it (e.g. cooking)

Food poisoning is caused by a chain of events.  To break this, we need to –

1. Protect food from contamination

2. Prevent any bacteria within food from multiplying

3.
Destroy those bacteria present within the food

6.

HAZARD
CONTROL

Food prepared too far in advance of service
Prepare food as near service time as possible and hold above 63(C or refrigerate below 5(C till service time.  Batch cook where suitable.

Food stored at room temperature not under refrigeration
Keep food refrigerated. 

Limit time in preparation at ambient temperature

Cooling food too slowly before refrigeration
Decant into cold, clean, shallow containers and cool in a suitable area and cover

Not re-heating food to a high enough temperature to destroy food poisoning bacteria
Avoid reheating as much as possible.  Ensure re-heated food is taken to a core temperature of at least 82(C

Using cooked food contaminated with food poisoning bacteria
Ensure cooked food is protected from contamination by proper handling, storage and temperature control

Under-cooking meat and meat products
Ensure food is thoroughly heated to a minimum  core temperature of 75(C   for 30 seconds    

Not thawing frozen meat and poultry for sufficient time
Allow adequate time.

Ensuring thighs flexible – no ice crystals

Cross-contamination from raw to cooked foods
Separate, at all times, raw and cooked foods.  Keep food covered

Storing hot food below 63(C


Hold hot food at 63(C or above

Infected food handlers
Health screening of staff.  Staff awareness of need to report sickness. Training. Health questionare.

Use of surplus food
Dispose of as procedure -  if exposed to customers – dispose// if not cool rapidly within 90 mins and refrigerate if not a previous reheat



Whilst in the examples above, staff awareness is only listed in the second last item it is applicable to all hazards.  There is little point in identifying hazards and preventative measures if your staff is unaware of the risks to food safety and action to be taken to prevent food poisoning or contamination of food.

7.

CLEANING SCHEDULE

(How to Use it)

EXAMPLE

1. Display in a prominent, easily accessible place.

2. Fill in Unit name.

3. Fill in Week Commencing.

4. Staff
When task has been completed, initial the correct box.

5. Supervisor
Each week check that each task has been completed satisfactorily and initial SUP box.

6. After completing the first 3 weeks, turn sheet and continue as above.  (Always have spare sheets photocopied).

8.

INDUCTION OF STAFF

This is an example only.

One of the first tasks is the Introduction to other staff, using Christian names to promote a friendly atmosphere and “nicknames” where appropriate.

All staff must be issued with the correct uniform to be worn whilst on duty – not to be worn to and from work – if correct sizes are not available on first day, request necessary size from Officer in Charge.  Advise staff to wear sensible shoes – Ref to Health and Safety Policy Section 3.  Explain arrangements for changing from outdoor clothes to workwear, allocate a locker if appropriate explaining individual’s responsibility for safe keeping of valuables or unit practice where lockers are not available.

Show a new employee around the work area indicating toilet/ washing facilities including wash hand basins.

Each Site has its own times for work breaks.  Explain break times/arrangements and record the details on the module form under “comments”.

The Council has a “Clean Air Policy” which enables employees who wish to work in a smoke free environment.  Each establishment should have its own policy, which should be made clear to new staff.

Point out the exits which may be necessary in the case of fire.

Briefly explain what to do in case of an accident – the first days can be a nervous time for a new employee, you have a first aid kit and your establishment should have a first aider – tell them about this.

Point out the fundamentals of lifting i.e. don’t try to lift heavy or awkward loads on your own – seek help, if lifting anything from a low position bend knees and keep a straight back.  Use proper stepladders to access high-level shelves etc.

Issue a health questionnaire/envelope explaining the confidentiality.

Explain the work tasks that the person needs to carry out in the first couple of days, starting with simple basic jobs and gradually building up over time.

Before anyone is allowed to start work for the first time a Food Handler must receive written or verbal  instruction in the Essentials of Food Hygiene

11.

INDUCTION RECORD SHEET

MODULE 1

LOCATION ___________

COMMENCED ______________

NAME ______________

POSITION __________________

SUBJECT COVERED
DATE
COMMENTS

  BEFORE STARTING WORK



Introduction to Other Staff



Uniform Issue



Changing Facilities



Toilet Facilities



Times of Work/Breaks



Clean Air Policy



Basic Hygiene Rules



Basic Safety Rules



Fire – exits/entrances



Accidents – what to do



Lifting – basic rules



Health Questionnaire



Explanation of Work/Tasks



  WITHIN THE NEXT FEW DAYS



Appointment Form



Pay Arrangements



Holidays – entitlement/booking



What to do when sick



Recording of hours worked



Security – kitchen



Waste food/leftovers



Cleaning Materials/schedules



Hygiene Booklet



Safety Booklet



Code of Conduct Handbook



INTRODUCTION TO THE FOOD SAFETY PLAN



I certify that I have had explained to me the subjects listed above, and I know that I can seek further clarification/guidance from my supervisor.  I understand my responsibilities contained therein.

Signed __________________________

Supervisor ________________________



Employee



         

         Date  _______________________

12.

TEMPERATURE CONTROL SYSTEM

Regulations State

· Cold food must be kept in a cool place or refrigerator – no temperature is specified, however, it is ​recommended and good practice to keep all perishable food in refrigeration below 5( C.
· Reheated food (Scotland only) – food which has been cooked and thereafter reheated, should be raised to a temperature of not less than 82( C or hotter).  Reheat only once.
· Cooking – it is recommended that a minimum core temperature of - 75( C should be reached on completion of cooking.  This should be checked with a probe thermometer and recorded.
RECORDING TEMPERATURES OF REFRIGERATORS AND DEEP FREEZES

· The temperatures in refrigerated (and hot holding) equipment will often be variable.

· Temperatures can vary from point to point within the unit from front to back; from top to bottom; from side to side.

· Temperature can vary during the working day.  During busy periods after frequent door opening, the temperature will tend to rise.  There will also be a rise during defrost cycles.

· The temperature may also vary over a longer time period. E.g. fridge units will often be less efficient on hot days, or the compressor fan may gradually block up with dust.

For these Reasons

1. Regular checks are necessary to show that temperatures stay within the legal standards.

2. These checks must be done carefully to make sure that the temperature measured is a good reflection of the temperature of food held in the unit.

On arrival at kitchen, record reading of all fridges and freezers.  (Digital readout, strip thermometer, glass of water).  If the temperature is above the recommended level (5( C) check temperature of food before reporting to Client Catering/Service Desk.

Use of Temperature Probe

To Use

· Switch on

· Disinfect with probe wipe or boiling water

· Insert probe into centre of food.  Allow reading to settle.  Read and record temperature on appropriate sheet.  It is good practice to record the time of temperature taking.

· Disinfect probe again before testing next food.  Disinfect probe at end.  Remember to switch off probe after use.

Food residues can be removed with a cloth, but remember to disinfect with a probe wipe or boiling water before each use.

14.

Temperatures of High Risk, Hot and Cold Foods need to be Recorded

These are high protein cooked foods.  (Cooked meats, fish and poultry, cooked meat products including gravy and stock, cooked rice, dairy products including milk, cream, artificial cream, custards, eggs and egg products, shellfish and other seafood.

1. Fill in names of dishes, which require recording each day on sheet; bottom box for reheated foods – which should be few in number.  Although there is no need to record temperatures of sponges, tiffins, vegetables, please ensure vegetable and hot sweets are hot enough to ensure customer satisfaction.

2. Temperatures of food should be taken after cooking just before placing in hot cupboard.  Required temperature at least 75( C.

3. Record this (along with the time) on the temperature recording sheet.  Remember that food should be cooked as near service time as possible.

4. If there is any doubt that the hot cupboard is not working properly check the food temperature again as it is taken out.  The legal requirement is to hot-hold food 63(C or above, however it is best practice for all hot food to be served at 75( C or above.

Advice on Checking the Accuracy of the Probe.

Cold
Agitate the probe in a mixture of ice and a small amount of water until a steady reading is achieved.  This should be -1( C to +1( C.  If outside this range the probe should be repaired.

Hot

Agitate the probe in boiling unsalted water until a steady reading is achieved.  This should be between 99( C and 101( C.  If outside this range the probe should be repaired.

Calibration

· Air temperature monitoring is not as effective as actual food temperature monitoring.

· Regular checks are necessary to show temperatures stay within legal limits.

Write in to diary/site record book when probe is to be calibrated(checked). Once per month. 

FRESH MEAT DELIVERIES

Do not puncture vacuum packs.  Probe between packs and take reading, record on Temperature Recording Sheet or record delivery van temperature.

MEALS TAKEN TO OTHER DINING ROOMS

Temperature of high-risk foods must be recorded at time of packing.  This must be over 82(C.  Ensure good practices are being followed e.g. all containers should be hot and of appropriate size and packed quickly.

REHEATED FOODS

Any food, which is being reheated, must reach 82(C and be served as soon as possible.

TEMPERATURE RECORDING SHEET

ESTABLISHMENT ​​​______________________________________

Week Commencing  ______________________________________

HIGH RISK FOODS SERVED DAILY ON SITE

Monday
Tuesday
Wednesday
Thursday
Friday

Dish
Temp
Dish
Temp
Dish
Temp
Dish
Temp
Dish
Temp



































































Signed



Signed

Signed

Signed

Signed


REHEATED FOODS SERVED AS SOON AS POSSIBLE AFTER REACHING 82 (C 

Monday
Tuesday
Wednesday
Thursday
Friday

Dish
Temp
Dish
Temp
Dish
Temp
Dish
Temp
Dish
Temp













































Signed



Signed

Signed

Signed

Signed


REFRIGERATOR
Monday
Tuesday
Wednesday
Thursday
Friday

One






Two






Three






Four






DEEP FREEZE






One






Two






Three






CHILL CABINET






STERILIZING SINK








Frozen Deliveries






Fresh Meat Deliveries






Fresh fish Deliveries






Cooked Meats Deliveries






 
Signed


Signed
Signed
Signed
Signed
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TEMPERATURE RECORDING SHEET    ESTABLISHMENT ____________________________________
WEEK COMMENCING  __________________________


MONDAY
Time
TUESDAY
Time
WEDNESDAY
Time
THURSDAY
Time
FRIDAY
Time
SATURDAY
Time
SUNDAY
Time

Breakfast
Dish
(C
Site
Dish
 ( C
Site
Dish
 ( C
Site
Dish
 ( C
Site
Dish
 ( C
Site
Dish
 ( C
Site
Dish
 ( C
Site















































Signature






















LUNCH



























































































Signature






















HIGH

TEA


















































































































Signature






















Reheated Food 






















Over 82(C






















ignature






















TEMPERATURE RECORDING SHEET

ESTABLISHMENT ______________________________



WEEK COMMENCING _________________________

REFRIGERATOR
MONDAY
TUESDAY
WEDNESDAY
THURSDAY
FRIDAY
SATURDAY
SUNDAY

ONE








TWO








THREE








FOUR








DEEP FREEZE










ONE








TWO








THREE








FROZEN DELIVERIES










FRESH MEAT DELIVERIES








FRESH FISH DELIVERIES








COOKED MEAT DELIVERIES

















SIGNED
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TEMPERATURE RECORDING SHEET    ESTABLISHMENT______________________________________      

WEEK COMMENCING  ___________________________


MONDAY
Time
TUESDAY
Time
WEDNESDAY
Time
THURSDAY
Time
FRIDAY
Time
SATURDAY
Time
SUNDAY
Time

Breakfast
Dish
(C
Site
Dish
 ( C
Site
Dish
 ( C
Site
Dish
 ( C
Site
Dish
 ( C
Site
Dish
 ( C
Site
Dish
 ( C
Site















































Signature






















LUNCH














































































































































































































Signature






















HIGH

TEA


















































































































Signature






















Reheated Food 






















Over 82(C






















Signature






















TEMPERATURE CONTROL     Points to Note

1. Frozen deliveries should be –12 (C or less.  Frozen diced chicken, chips etc do not have enough contact with probe to register properly.  Examine frozen deliveries on arrival.  Any food, which shows signs of thawing or having been refrozen, should be rejected.  All frozen delivery vans have a temperature display on unit; this can be recorded on blue sheet.  Frozen deliveries must be placed in freezer immediately after delivery.

2. Cold temperatures should also be recorded.  Mousse, jelly etc should be refrigerated.  Cold meats and sandwiches should be refrigerated until required.  Keep sandwich fillings out of refrigerator for as little time as possible in preparation.

It may not be possible to take temperatures of cold meats if served in single portions.  Ensure this is refrigerated until service.

When serving ice cream, take out of freezer in time to soften slightly to enable service.  If after service remaining ice cream has reached a temperature of –12 (C do not refreeze.  Use up as seconds.  Try to estimate how much ice cream will be required and take only this out of freezer.

3. When cooling food make sure it is cooled quickly (within 1½ - 2 hours).  Remove from juices and divide into small quantities to assist this.  When slicing roasts do so thinly and layer thinly in tins, pour over hot gravy and heat quickly in steamer or oven.

4. When using probe to test cold food after hot, cool in cold water then disinfect with probe wipe.

5. Probe hot food at the coolest point i.e. centre of food – stir stews, custards etc before probing.

6. Never immerse whole probe unit into water.

7. Do not allow probe to touch metal on serving tins.

8. Ensure probe wipes lid is closed when not in use to prevent drying out.  Do not use dried out wipes.

9. Unit Supervisors/cooks should sign temperature record sheet daily and keep all temperature records for one month.  Cooks record in pen.

10. Any action taken to rectify temperatures must be recorded.

20.

Relevant temperatures (+ or -2(C)
(If records show a 2(C variance consistently inform Officer in Charge.

Refrigerator – chill cabinet


1( C - 4( C

Freezer


-18( C

Frozen food deliveries


-12( C

Fresh meat and fish deliveries


8( C or less

Cooked meat deliveries


8( C or less

Hot food prior to service
Cook to at least 75(C then hold above 63( C until service, but this time should be as short as possible.

Reheated Food
82( C reheat only once, serve immediately

Sterilising Sink


Above 82( C

Cold meats, tuna etc
Must be refrigerated until ready to use

Mousse etc


8( C

WASTE DISPOSAL PROCEDURE

There are various forms of waste produced in the catering cycle.

a) Packaging Waste – cellophane, cardboard, paper bags – these need to be flattened and placed in the receptacle/bags provided.  This usually occurs at the PURCHASING/RECEIPT stage and after SERVICE in the form of used plastic cartons/bottles.

b) Container Waste – comprises glass/plastic bottles, metal tins and plastic/paper bags – this should be safely placed in the receptacle/bags provided.  Any sharp edges need to be protected and broken glass can either be carefully wrapped in paper or put in a box separate to the refuse bag – container waste usually occurs at the STORAGE/PREPARATION stage.

Waste food is produced at the PREPARATION stage as a result of peeling and trimming tasks.  This is placed in the refuse sacks.  As this is usually wet/damp it may be heavy in the sacks so do not have too much weight which may rip/tear the bag.

Leftover foods at the SERVICE stage not being re-used must be disposed of via the dry waste refuse sack/bag system or waste disposal unit, taking care to remove as much liquid as possible, and placing solid residue in a can/jar or a box to contain it within the sack/bag.

Waste cooking oil may be produced at the COOKING stage.  It must be stored in a sealed container, usually an empty oil container and kept safe in a cool area to await collection by the licensed collection agency.

c) Food Waste – food unsuitable for use because its condition has deteriorated possibly through incorrect storage should be placed in the refuse bags provided.  Most liquids can be poured away down the drain/waste disposal unit.  If the deterioration has occurred before the “use by” date then the supplier will be expected to compensate us.  The Officer in Charge must be contacted, as the Environmental Health Officer needs to be involved.  If waste food has to be kept for an Environmental Health Officer to collect, it must be stored correctly in a sealed container.

All waste must be kept in containers with tight fitting lids and protected from pests such as birds.  The area should be located away from the kitchen window/doors.  The Council is a licensed operator for the disposal of waste, which must be done regularly so as to prevent excessive build up of waste between collections.  The refuse containers should be regularly cleansed following emptying, and the refuse area also kept clean.

Recycling of paper/cardboard/aluminium/plastic should be encouraged. Local recycling projects may be of use.

                                        23.

PEST REPORT FORM

LOCATION:



PEST SIGHTED:




NUMBER SIGHTED:




PEST SIGNS:




DATE AND TIME:




REPORTED BY:




DATE REPORTED:




ACTION TAKEN:




BY WHOM:




SIGNED:




DATE:
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FOOD SAFETY PLAN

The legal requirement to examine the processes in the production and service of meals, identifying those hazards which need to be controlled and monitored, will be met with this “Food Safety Plan”.

The Plan incorporates those activities in the meals process into a “flow chart” shown on the following page and listed below.

1.
Purchasing/Receipt



2.
Storage



3.
a)  Preparation
b)  Thawing


4.
a)  Cooking
b)  Cooling
c)  Reheating

5.
a)  Hot holding
b)  Cold holding


6.
a)  Serving hot
b)  Serving cold


The hazards in each of the above areas are identified.  The controls are listed together with the action required to be taken when the control fails.

The Plan acknowledges the general hazards of the business but also refers to processes and foods, which are regarded as “HIGH RISK” namely –


Cooked meats, fish and poultry, cooked meat products including gravy and stock, cooked rice, dairy products including milk, cream, artificial cream, custards, eggs and egg products, shellfish and other seafood.

The Plan has, as attachments, the following documents which are used to achieve controls in some of the various activities: -

· In-house staff induction training

· Temperature control system (Revised)

· Cleaning schedule

· Disposal of waste procedure

· The Client Catering/Commercial Operations is responsible for the review of this Plan as required.  This should be done annually.

· The Unit Supervisor/Cook is required to ensure that the content of the Plan is available for all Catering staff and to provide support and guidance as required.  The content of the Plan should be included in the induction of new staff.

· The Cook is responsible for ensuring that the controls required by the Plan are in place.

· The Cook is also responsible for ensuring that the action is taken when the control fails.

1.
FLOW CHART
























































































































































































































































































































































































































































































































































































2.










1.     PURCHASING/RECEIPT

The Purchasing Officer/Purchasing Department is responsible for determining, in conjunction with the Officer in Charge/Catering Manager those companies who supply foodstuffs to the organisation.  These suppliers will be reputable and be assessed on the following basis: -

a. Delivery capacity

b. Use of quality systems – including HACCP where appropriate.

The ability of suppliers to provide the service required will be monitored by the organisation as follows: -

Where the product/delivery does not meet the requirement of the contract the Cook will complain to the supplier directly to rectify the problem.  The Cook should also notify the Officer in charge/Purchasing Officer and keep a written record of complaints or use the “Complaints Cards” system. The overall performance of the supplier can then be assessed from the “Complaints Cards”. 

All products must be delivered with at least two levels of packaging.  This enables the outer packaging to be removed prior to the product being placed into storage.

The Hazards/Controls actions are: -

3.

1. The Hazards. Controls, Actions for Purchasing and Receipt

HAZARD
CONTROL AND MONITORING
ACTION

1.  Contamination from: 



Dirty Packaging
Buy from a reputable supplier
Reject if product is to be stored

Damaged Packaging
Remove outer packaging
If the “hazard” is considered to be serious (i.e. needing immediate rectification), the product must be rejected and the Officer in Charge/Area Supervisor Informed

Delivery Person
Use a reputable company
who will then inform Environmental

Delivery Place
All deliveries report to Kitchen Entrance/Cook
Health.

Delivery Environment
Property packaged to protect from wind/extreme weather


Staff – Personal Hygiene no uniforms worn outside work
In-house training/monitoring
Counselling/discipline (re-training)

2.  Product:



Incorrect Temperature
Visual checks – storage within 15 minutes, assess/record temperature on delivery.  Check vehicle temperature with driver.
If frozen food has started to thaw – outer surface wet or product soft – reject.

Spoilage – Smell/texture
Visual check – physical touch
Reject if unsatisfactory/Report to supplier

Spoilage – Age
Check dates – Use by/Best Before
Reject whole or part order if dates are imminent/Seek replacement from supplier.

4

2.
STORAGE
Most pre-packed foods delivered to kitchens have “use by” or “best before” dates on them.

Items with “best before” apply to foods with less risk, longer shelf life and require storage in the Dry Goods Area.  Containers should be emptied and washed out before new stock is added.

High-risk foods should have “use by” dates and refer to refrigerated products, namely: -


Meat/fish and poultry - 
stored at below 5 (C and used within 48 hours of delivery

Tinned tuna and meats and vacuum packed cooked meats -
once opened store below 5 (C and use within 48 hours.

Eggs  -  Ideally store in a refrigerator below 5 (C but not if other high risk foods have to be left out or if fridge becomes too full preventing circulation of cold air.  Use before the “best before” date.

The maximum of 48 hours would only apply if food is not removed from the refrigerator.

           USE OF DAY DOTS.

5.

2. The Hazards, Controls, Actions for Storage

HAZARD
CONTROL AND MONITORING
ACTION

1. Contamination From:





     Raw/Cooked
Physical Separation
Re-arrange storage

     Opened Packets
Use Sealed

Containers/materials
Wrap foods in Cling Film

Transfer Dates

     Food/Non Food
Separate Rooms/Areas
Re-arrange Storage Areas

     Environment
Cover Food
Cover Food

     Pests
Store Food off the Floor
Re-arrange Storage

2.  Bacterial Growth



     Time
Check dates/labelling

Stock Rotation

Immediate Storage of Chilled/Frozen

Products
Carry out the “control”

     Temperature
Record Fridge/Freezer Temperature
Query efficiency of fridge/freezer – Discuss with Officer in Charge.  If strip thermometer is not working check temperature of food.

     Humidity
Store food in sealed containers

Use ventilation system
Carry out the “control” 

Report to Property

6.

3a.
The Hazards, Controls, Actions for Preparation

Colour coded equipment, knives/chopping boards, will be used to separate the various types of food prepared in the kitchen.

RED – 
Raw food


YELLOW – 
Cooked Food
GREEN – 
Raw vegetable/salad

WHITE - 
Bread

HAZARD
CONTROL AND MONITORING
ACTION

1.  Contamination From



Raw Food/Cooked food
Physical Separation

Colour coded Equipment

Cleaning Procedure/schedule
Re-arrange Activities

Use correct Equipment

Re-instate Procedure

Clean Areas/Dirty Areas
Physical Separation

Cleaning procedure/schedule
Re-arrange Activities

Re-instate Procedure

Staff – Personal Hygiene


In House Training
Counselling/Discipline

Environment


Protect Area of Kitchen
Close Windows/Doors

Broken Equipment


Discard Broken Equipment
Replace or order New

Unclean Equipment


Cleaning Schedules
Re-instate Procedure

2.  Bacterial Growth



Temperature of Environment
Kitchen Design

Provision of Extraction

Canopy/Fans
Report to Property

Discuss with Officer in Charge

Time
Minimise preparation time
Re-schedule preparation activities



7.

3b
The Hazards, Controls, Actions for Thawing

A cool area is best for any frozen food, which requires defrosting prior to cooking.  Product should be covered and placed in a large enough container to hold the food and any defrosting liquids.  Keep raw food separate from cooked or prepared foods.  Cooked food should be defrosted in a refrigerator.  Allow enough time for the product to be completely thawed before cooking or reheating.

HAZARD
CONTROL AND MONITORING
ACTION

1.    Contamination from: -



Environment


Cover Product
Carry Out Control

Staff – Personal Hygiene


In  House Training
Counselling/discipline (re-train)

Other Foods


Keep Separate
Re-organise Activities

2.    Bacterial Growth:-



Incomplete Thawing
Allowing Adequate Time 

Visual Checks – no ice crystals in liquids


Thaw for longer period

High Risk Products

Large bulk products e.g. turkeys may result in excessive surface bacterial growth due to additional thawing time required.  Extra care is needed in both the thawing and the cooking process.

Practice of freezing any food should be kept to a minimum.

8.

4a.

The Hazards, Controls, Actions for Cooking

Cook food on day required as far as is possible.

To improve heat penetration and ensure that the core temperature of the food is a minimum 75(C for 30 seconds.

a) Meat joints will be limited in size to 6lbs (2-5Kg).  2.5Kg max 10cm diameter.

b) Stuffing to accompany poultry/meat must be cooked separately.

c) Liquids – gravies/stews and soups must not exceed a volume greater than 25 litres (5½ gals) and stirred frequently (at least every 10 minutes) – Use wide pans in preference to tall pans and keep lids on the pans during cooking.

d) Where two-stage cooking is done i.e. filling and topping e.g. shepherds pie, pastry meat pies, only fresh products must be used for the cooking of the first stage.  Pastry squares can be cooked separately and placed on top of cooked filling at service to eliminate the two-stage process.

HAZARD
CONTROL AND MONITORING
ACTION

1.    Contamination From: -



        Environment


Cover pan/container
Carry out control

        Temperature Probe


Correct use of Probe
Re-train

        Staff - Personal Hygiene


In-house Training
Carry out Control

2.    Survival



        Spore survival due to 

        Inadequate cooking
Use Correct Cooking Method

Record Temperature at end of cooking time

Visual Check
Continue cooking until a minimum temperature of 75(C for 30 seconds is reached

9.

4b)
The Hazards, Controls, Actions for Cooling

When cooling any high-risk food it must be done as quickly as possible and placed in refrigerated storage – below 5 (C.  The time taken to lower the temperature will depend upon:

a) Temperature difference between the hot food and the cooler air – so use the coldest part of the kitchen and transfer from hot tins to unused cold containers.  Remove stock and keep only what is required in shallow containers.

b) Thickness and surface area – so decant large volumes into flatter and shallower containers not to exceed 5cms.

c) Covering should be vented to allow steam to escape.

Cooling in the kitchen at room temperature must not last longer than 1½ - 2 hours before the food is placed in the refrigerator when it should be cool to the touch and no steam is being produced.

As the cooling of food is subject to a number of factors, staff should regularly monitor temperatures of different food types and quantities as well as the surrounding air temperatures during the cooling process.  The overall aim is to cool food as quickly as possible and to refrigerate the food without raising the temperature of the chill food room/unit or its existing produce.

HAZARD
CONTROL AND MONOTORING
ACTION

1.    Contamination From



        Temperature Probe
Correct use of Probe
Training

        Staff – Personal Hygiene
In House Training
Re-train Staff

        Equipment
Cleaning Schedule
Training

        Environment
Keep Covered
Carry out Control

2.    Bacterial Growth       



        Increased Cooling Time
Time limit for Cooling
Refrigerate to top of fridge immediately and review products used and timing of processes

10.

4c)

The Hazards, Control, Actions for Reheating

As with “cooking”, steps should be taken to ensure adequate heat penetration to the middle of the food without overheating the outer parts.

Core temperature must reach 82 (C to meet the legal requirement. Reheating of food should be kept to a minimum.

HAZARD
CONTROL AND MONITORING
ACTION

1.    Contamination From



Environment
Cover pan/container
Carry out Control

Staff Personal Hygiene
In-House training
Re-train

Temperature Probe
Correct use of Probe
Training

2.    Bacterial Growth



Spore survival due to

Inadequate re-heating
Record core temperature at end of process

Visual check on liquids
Extend re-heating until core temperature is achieved minimum 82(C

11.

5a.

The Hazards, Controls, Actions for Hot Holding

Hot food for service needs to be kept hot for food safety reasons at a temperature above 63(C.  Only cook what is required and as close to service time as possible.

High-risk foods which are below 63(C and have been exposed to contamination by being on the counter must be thrown out at the end of service.

TRANSPORTED MEALS/MEALS TAKEN TO OTHER DINING ROOMS

Food should be packed into the transportation containers at a temperature of at least 82( using suitable sized tins to ensure they are packed as tight as possible with little or no space, and the time and temperature recorded.  On arrival at the Dining Centre, where there is a hot cupboard, quickly decant food tins from containers into the hot cupboard for service.  Where there is no hot cupboard both the container lid and the tins lids must be kept closed until just prior to service.

If cleaning materials are transported at the same time as the meals, these must be kept as far away as possible during transit.

HAZARD
CONTROL AND MONITORING
ACTION

1.    Contamination From



Incorrect Storage Mixed Stock(hot/cold)
Physical Separation/Use of Dividers
Re-train

Staff – Personal hygiene
In House Training
Carry out Control

2.    Bacterial Growth



 Time
Transported Meals – Time limit – 60 minutes – from start of packing to start of service
If temperature of high risk food is below 63(C , Dining Centre  must contact kitchen for advice re/time and packing temperatures

Record details of action taken in site record book.

Temperature
Record packing temperatures at kitchen

Record temperature at Dining Centre


12.

5b.

The Hazards, Controls, Actions for Cold Holding

High risk foods which are to be served chilled or taken to another Dining Centre for service chilled are to be held at a temperature between 0(C and 8(C.  Ice packs can be used to facilitate this.

Where the preparation of chilled foods takes place more than 4 hours before the end of the service period then they must be held between 0(C and 8(C until just prior to service or just prior to packing in the case of transported meals.

High-risk sandwich fillings (meat/chicken, egg, and tuna) must be made up fresh each day and sandwiches assembled daily.

N.B.  High-risk foods – (Section 2 Storage – must be used within 48 hours)  Use of Day Dots.

HAZARD
CONTROL AND MONITORING
ACTION

1.    Contamination From



Incorrect storage mixed stock


Physical Separation
Re-train

Staff Personal Hygiene


In House training
Carry out Control

2.    Bacterial Growth



Time


Application of 4 hour rule
Review Preparation Methods

Incorrect Temperature


Daily Preparation of Sandwich filling
Carry out Control

13.

6a)

The Hazards, Controls, Actions for Service – Hot

Food must always be served using an appropriate piece of equipment.  Where customers serve themselves, suitable utensils should be available for all food items to prevent cross-contamination from other customers’ fingers.

HAZARD
CONTROL AND MONITORING
ACTION

1.    Contamination From



Customer Contact


Cover food/provide sneeze screens utensils
Carry out control

Staff


Personal Hygiene Training
Re-train

Environment


Cover
Carry out Control

Broken Equipment


Cleaning Schedule
Training

2.    Bacterial Growth



Incorrect Temperature
Maintain Temperature over 63( C
Carry out control or reheat to 82(C and serve if not a previous reheat.

Time


Limited by Service Period


3.    Use of Leftovers
See disposal procedure
Carry out Control

14.

6b) 

The Hazards, Controls, Actions for Service – Cold

Food must always be served using an appropriate piece of equipment.  Where customers serve themselves, suitable utensils should be available for all food items to prevent cross-contamination from other customers’ fingers.

HAZARD
CONTROL AND MONITORING
ACTION

1.    Contamination From



Customer Contact


Cover food/provide utensils
Carry out Control

Staff – Personal Hygiene


In-house training
Re-train

Environment


Cover
Carry out Control

Broken Equipment


Replace
Report for Repair

Dirty Equipment


Cleaning Schedule
Training

2.    Bacterial Growth



Time
Limit service time

Reduce quantity of food at service point
Carry out Control

3.    Use of Leftovers
See disposal procedure


15. 

FOOD SAFETY PLAN

ABERDEENSHIRE COUNCIL’S RISK ASSESSMENT OF KITCHENS/SERVERIES

ASSESSMENT FORM

SITE:

DATE OF ASSESSMENT

SIGNED:

SIGNED:

SIGNED:

Assessment Sheet





Site






Date

1. Hazards, Control, Actions for Purchasing/Receipt

HAZARD


CONTROL
IN PLACE
ACTION

1.    Contamination from:

YES
NO


Dirty Packaging


Buy from a reputable supplier


Reject if product is to be stored

Damaged Packaging
Remove outer packaging


If the “hazard” is considered to be serious (i.e. needing immediate rectification), the product must be rejected and the Officer in Charge informed – who will then





Inform the Environmental Health Officer. 

Delivery Person


Use a reputable company




Delivery Place
All deliveries report to Kitchen Entrance/Cook




Delivery Environment
Properly packaged to protect from wind/extreme weather




Staff – Personal Hygiene

No Uniforms to be worn to and from work
In house training/monitoring


Counselling/discipline (re-training)







2.       Product:





Incorrect Temperature
Visual checks – storage within 15 minutes, assess/record temperature on delivery.  Check vehicle temperature with driver


If frozen food has started to thaw – outer surface wet or product soft – reject

Spoilage – Smell/texture


Visual check – physical touch


Reject if unsatisfactory/Report to supplier

Spoilage – Age
Check dates – Use by/Best before


Reject whole or part order if dates are imminent/Seek replacement from supplier

1.

Assessment Sheet





Site






Date

2. The Hazards, Controls, Actions for Storage

HAZARD


CONTROL
IN PLACE
ACTION

1.     Contamination from:

YES
NO


Raw/Cooked


Physical Separation


Re-arrange storage

Opened Packets
Use Sealed Containers/materials


Wrap foods in cling film

Transfer Dates

Food/Non Food


Separate Rooms/Areas


Re-arrange storage areas

Environment


Cover Food


Cover Food

Pests


Store food off the Floor


Re-arrange storage

 
 
 
 
 

2.    Bacterial Growth  
 


 

Time


Check dates/labelling/day dots

Stock Rotation

Immediate storage of chilled/frozen products


Carry out the “control”

Temperature
Record Fridge/Freezer Temperature


Query efficiency of fridge/freezer – discuss with Officer in Charge.  If thermometer strip is not working -  check temperature of food

Humidity
Store food in sealed containers

Use of Ventilation System


Carry out the “control”

Report to Property

2.

Assessment Sheet





Site






Date

3a
The Hazards, Controls, Actions for Preparation

HAZARD


CONTROL
IN PLACE
ACTION

1.     Contamination from:

YES
NO


Raw Food/Cooked Food


Physical Separation

Colour Coded Equipment

Cleaning Procedure/Schedule


Re-arrange Activities

Use Correct Equipment

Re-instate Procedure

Clean Areas/Dirty Areas
Physical Separation

Cleaning Procedure/Schedule


Re-arrange Activities

Re-instate Procedure

Staff – Personal Hygiene


In House Training


Counselling/Discipline

Environment


Protect Area of Kitchen


Close Windows/Doors

Broken Equipment


Discard Broken Equipment


Replace or order New

Unclean Equipment
Cleaning Schedules
 
 
Re-instate Procedure









2.    Bacterial Growth  
 


 

Temperature of Environment


Kitchen Design

Provision of Extraction

Canopy/Fans


Discuss with Officer in Charge to consider Report to Property

Time
Minimise Preparation Time


Re-schedule Preparation Activities



 
 
 

 

3.

Assessment Sheet





Site






Date

3b
The Hazards, Controls, Actions for Thawing

HAZARD


CONTROL
IN PLACE
ACTION

1. Contamination from:



YES
NO


Environment


Cover Product


Carry out Control

Staff – Personal Hygiene
In House Training


Counselling/Discipline (re-train)



Other Foods


Keep Separate


Re-organise Activities


 
 
 
 


 
 
 
 

2.   Bacterial Growth  


 


 

Incomplete Thawing


Allowing adequate time

Visual Checks – no ice crystals in liquids


Thaw for longer period


 
 
 


4.

Assessment Sheet





Site






Date

4a
The Hazards, Controls, Actions for Cooking

HAZARD


CONTROL
IN PLACE
ACTION

1.  Contamination from:



YES
NO


Environment


Cover Pan/container


 Carry out Control

Temperature Probe
Correct use of Probe


 Re-train



Staff – Personal Hygiene


In House Training


 Carry Out Control

 
 
 
 
 


 
 
 
 

2.  Survival  


 


 

Spore survival due to inadequate cooking


Use correct cooking method

Record temperature at end of cooking time

Visual Check


Continue cooking until temperature is minimum 75(C for 30 seconds


 
 
 


5.

Assessment Sheet





Site






Date

4b
The Hazards, Controls, Actions for Cooling

HAZARD


CONTROL
IN PLACE
ACTION

3.  Contamination from:



YES
NO


Temperature Probe


Correct use of Probe


Training

Staff – Personal Hygiene
In House Training


Re-train Staff



Equipment


Cleaning Schedule


Training

Environment
Keep Covered
 
 
Carry out Control


 
 
 
 







4.  Bacterial Growth  


 


 

Increased Cooling Time


Time limit for Cooling


Refrigerate to top of fridge and review products used and timing of processes

6.

Assessment Sheet





Site






Date

4c
The Hazards, Controls, Actions for Reheating

HAZARD


CONTROL
IN PLACE
ACTION

1.  Contamination from:



YES
NO


Environment


Cover pan/container


Carry out Control

Staff Personal Hygiene
In House Training


Re-train Staff



Temperature Probe


Correct Use of Probe


Training

 
 
 
 
 


 
 
 
 

2.  Bacterial Growth: 


 


 

Spore survival due to inadequate re-heating


Record core temperature at end of process

Visual check on Liquids


Extend re-heating until core temperature is achieved – minimum 82ºC

7.

Assessment Sheet





Site






Date

5a
The Hazards, Controls, Actions for Hot Holding

HAZARD


CONTROL
IN PLACE
ACTION

1.  Contamination from:



YES
NO


Incorrect Storage Mixed Stock  - Hot/Cold


Physical Separation/Use of Dividers


Re-train

Staff Personal Hygiene
In House Training


Carry out Control




 
 
 
 

2.  Bacterial Growth: 


 


 

Time


Transported Meals – Time limit – 60 mins – from start of packing to start of service


If temperature of high risk food is below 63(C Dining Centre must contact kitchen for advice re. Time and packing temperatures.

Record details of action taken in site record book

Temperature
Record packing temperatures at kitchen

Record temperature at Dining Centre




8.

Assessment Sheet





Site






Date

5b
The Hazards, Controls, Actions for Cold Holding

HAZARD


CONTROL
IN PLACE
ACTION

1. Contamination From:



YES
NO


Incorrect Storage Mixed Stock


Physical Separation


Re-train

Staff Personal Hygiene
In House Training


Carry out Control




 
 
 
 

2.  Bacterial Growth: 


 


 

Time


Application of 4 hour rule


Review preparation methods

Incorrect temperature
Daily preparation of Sandwich Filling


Carry our Control

9.

Assessment Sheet





Site






Date

6a
The Hazards, Controls, Actions for Service – Hot

HAZARD
CONTROL
IN PLACE
ACTION

1. Contamination From:

YES
NO


Customer Contact


Cover food/provide sneeze screens utensils


Carry out Control

Staff
Personal Hygiene Training


Re-train



Environment


Cover

 
Carry out Control

Broken Equipment
Replace


Report for Repair



Dirty Equipment
Cleaning Schedule


Training









2.  Bacterial Growth: 


 


 

Incorrect Temperature


Record Temperature


Throw out if below 63(C or reheat to 82(C and serve if not a previous reheat

Time
Limited by Service Period










3.   Use of Leftovers
See disposal procedure


Carry Out Control

10.

Assessment Sheet





Site






Date

6b
The Hazards, Controls, Actions for Service – Cold

HAZARD
CONTROL
IN PLACE
ACTION

3. Contamination From:

YES
NO


Customer Contact


Cover food/provide utensils


Carry out Control

Staff – Person Hygiene
In House training


Re-train



Environment


Cover

 
Carry out Control

Broken Equipment
Replace


Report for Repair



Dirty Equipment
Cleaning Schedule


Training









4.  Bacterial Growth: 


 


 

Incorrect Temperature


Record Temperature


 

Time
Limit service time

Reduce quantity of food at service point


Carry Out Control







3.   Use of Leftovers
See disposal procedure


 

11.

1





PURCHASE/RECEIPT





3





THAWING





2





3b





PREPARATION





STORAGE





COOKING





4c





SERVE HOT





SERVE COLD





SERVE HOT





6 a/b





COLD HOLD





HOT HOLD





5 a/b





REHEATING





COOLING





4b





4a








