Food Safety Program
Based On Process Approach to Hazard Analysis Critical Control Point (HACCP)

Process 1, 2, and 3 Menu Items

for
School Agency Name:

        
School/Facility:
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The following materials have been provided by or adopted from the following sources:
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Monitoring Responsibilities 

Corrective Actions
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Summary of Specific Corrective Actions for Critical Control Points 

Recordkeeping
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Employee Health/Training

School Employee Reporting Agreement 
Employee/Volunteer Orientation & Ongoing Training 
New Employee/Volunteer Orientation Agreement

Training Calendar
In-service Training Session Roster

Review of Food Safety PROGRAM & Checklist
Food Safety Program
This food safety program is based on USDA Guidance for School Food Authorities: Developing a School Food Safety Program Based on the Process Approach to HACCP Principles (June 2005). The school agency may choose to be more restrictive than this code.  Note: Updates on this June 2011 version were made in response to USDA guidance pertaining to Child Nutrition Reauthorization 2010: Enhancing the School Food Safety Program and specify types of catering activities for purposes of identifying sites needing license by Department of Health or Department of Agriculture, Trade and Consumer Protection.
Description of this School Facility
1. Name of School Agency:      
2. Name of Serving Site:      
3. Name of Person in Charge at this site:                  Title:       
4. Type of Site (Check all that apply):  
 FORMCHECKBOX 

Production Kitchen

 FORMCHECKBOX 

Vended with no on-site food preparation - food delivered to site is ready-

to-serve and any leftovers are discarded. 
 FORMCHECKBOX 

Satellite with very limited food preparation - Describe:      
 FORMCHECKBOX 

Satellite with extensive meal preparation and assembly of menu 
items - Describe:      
5. Number of daily meals served/Location of meal service:

Breakfast:         Where it is served? (Check all that apply) ( Lunchroom  ( Classroom

  ( Hallway    ( School bus  ( Other list locations:_______________  

Afterschool Care Snacks:        Where it is served? (Check all that apply) ( Lunchroom  

( Classroom  ( Hallway  ( Other list locations:_________________  

Lunch:          Where it is served? (Check all that apply) ( Lunchroom  ( Classroom

  
( Hallway    ( School bus  ( Other list locations:________________  
Supper:          Where it is served? (Check all that apply) ( Lunchroom  ( Classroom

  
( Hallway    ( School bus  ( Other list locations:________________  

Federal Special Milk Program:  Where it is served? (Check all that apply) ( Lunchroom  

  
( Classroom  ( Hallway  ( Other list locations:_________________  
6.  Other food sales Check all that apply:  FORMCHECKBOX 
 A la Carte sales   FORMCHECKBOX 
 In House Catering for school events    FORMCHECKBOX 
 Outside Catering for take-home sales and/or events open to public specify________________________________________
7. Number of food service employees/volunteers working at this site:

     
Full time employees

     
Part-time employees

     
 Adult volunteers         
      Student workers  

     
Substitutes    FORMCHECKBOX 
 specifically for this site
 FORMCHECKBOX 
 shared with other sites
8.  List of equipment for this site is included in program on the following page.

Foodservice Equipment Inventory

For Food Safety Program
	Directions:  Use this form to list the equipment items and number of items at the food service site.  Complete a separate inventory for each serving site.  Keep completed form with the site’s food safety program.




Type
Quantity

Mixer, floor
___ 

Mixer, counter
___

Food Processor
___ 

Walk-In Freezer
___ 

Reach-In Refrigerators
___ 

Walk-In Cooler
___ 

Convection Ovens
___ 

Combination Ovens
___ 

Microwave
___ 

Steamer
___ 

Steam Jacketed Kettle
___ 

Milk Coolers
___

Heated Holding Cabinets 
___ 

Can Opener
___ 

Carts (metal)
___ 

Carts (plastic)
___ 

Heated Serving Units
___ 

Tilting Braising Skillet
___ 

Slicer
___ 

Dishmachine
___ 

Handwashing Sinks
___ 

Clothes Washer
___

Clothes Dryer
___

Other:  List below:

____________________________
____

____________________________
____

____________________________
____

____________________________
____

____________________________
____
School Foodservice Staff

Directions:  Identify the name of the foodservice staff and their positions.    

Name







Position

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

______________________________ 


________________________

Date_______________________

Procedures Followed When Categorizing Menu Items

Recommendations for categorizing menu item as Process 1, Process 2, or Process 3 are listed below.  Check those that were followed when developing the food safety program.
 FORMCHECKBOX 
 Included the menu items for all Food and Nutrition Programs (lunch, breakfast, 
after school snack, supper, Special Milk, Fresh Fruit & Vegetable).
 FORMCHECKBOX 
 Categorized all items, even those that do not meet the definition of “Potentially Hazardous Food (Time/Temperature Control for Safety Food)”.  Put an * by items that are potentially hazardous foods (Time/Temperature Control for Safety Food) to alert those using the chart that these items required critical control measures.
 FORMCHECKBOX 
 Abbreviated the number of items on the list by grouping like items (canned fruit, canned vegetables).  However, those items within a group that are potentially hazardous should be listed separately.  An example is listing melon separately from “fresh produce”, if these items are used at the site.  
 FORMCHECKBOX 
 Casseroles and other combination dishes are listed separately.
 FORMCHECKBOX 
 Due to differences in cooling times, specific menu items are listed in the

 Process 3 column and not lumped together as “leftovers”.  
 FORMCHECKBOX 
 Items are listed in only one category.  If a heated item is occasionally used as a
leftover, then the items should be listed in process 3.   Note: There may be situations that arise (e.g., school is closed due to weather after lunch preparation has begun) that should not change how items are categorized.  It would not be necessary to categorize items as process 3 because of an emergency situation.  However, such situations should prompt school food service operations to develop a standard operating procedure (SOP) for emergency situations.
 FORMCHECKBOX 
 A cycle menu is used.  The food service manager/director determines the

appropriate process category for each menu item when writing this food safety program and listed all menu items in the process charts.  When new items are added to the cycle menu, the process charts are updated by:      
 FORMCHECKBOX 
 The menu varies from one period to the next, so the menu items in one
month’s menu are categorized into the appropriate process category on the charts.  Menu items will continually add to the process charts as each monthly menu is reviewed until the process charts are completed.  The responsibility for updating the food safety program with additional menu items is:        
 FORMCHECKBOX 
 A la carte and catering items have also been categorized as process 1, 2 or 3
on the list.  N/A   FORMCHECKBOX 

Describe any school specific procedures/modifications, if any, below:

     
Process #1  No Cook

Keep food at or below 45 ˚F Degrees.
	Menu Item
	Recipe Number
	Controlling Hazards for Process #1

	
	
	Temperature

controls:

· Cold holding

SOPs:

· Refer to SOPs that apply to Process #1

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Process #2  Same Day Service 
Cook to correct temperature.  Hold and serve at 140 ˚F or above.
	Menu Item
	Recipe

Number
	Temperature
	Controlling Hazards for Process #2

	
	
	Cooking
	Temperature

controls:

· Cooking 

· Hot holding

SOPs:

· Refer to SOPs that apply to Process #2

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Process #3  Complex Food Preparation
Limit time in the Danger Zone (45 ˚F – 140 ˚F)

	Menu Item
	Recipe

Number
	Temperature
	Controlling Hazards for Process #3

	
	
	Cooking
	Cooling
	Reheating
	Temperature

controls:

· Cooking 

· Cooling

· Hot holding

· Reheating, if applicable 

· Cold holding

SOPs:

· Refer to SOPs that apply to Process #3

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


PROCESS #1:  NO COOK
Example: Fruit Salad
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RECEIVE
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Controls: Known Source, Receiving Temperatures
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STORE

Controls:  Proper Storage Temperatures, 
Prevent[image: image13.png]


 Cross Contamination, 
Store away from chemicals

PREPARE

Controls: Personal Hygiene, Restriction of Ill 
Employees, Prevent Cross Contamination
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Temperature Control: COLD HOLDING
Hold at 45˚F or Below.
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Check and record temperatures.
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SERVE

Controls: No Bare Hand Contact with Ready to Eat

Food, Personal

Hygiene, Restrict Ill Employees
Thermometer icon means that controlling temperature is a critical step in the process to minimize or eliminate hazards.  Other controls in the process may involve taking temperatures as well.  The clipboards appear where recording data is necessary.

PROCESS #2:  SAME DAY SERVICE
Example: Baked Chicken
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RECEIVE
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STORE

Controls: Proper Storage Temperatures, Prevent
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Cross Contamination, Store away from chemicals

PREPARE

Controls: Personal Hygiene, Restriction of Ill Employees, Prevent Cross Contamination

Temperature Control: COOK
Internal Temperature of 165˚F for 15 seconds. (For Chicken) Check and record temperatures.
Temperature Control: HOT HOLD
Hold at no less than 140˚F. 
Check and record temperatures.
SERVE

Controls: No Bare Hand Contact with Ready to Eat

Food, Personal

Hygiene, Restrict Ill Employees
Thermometer icon means that controlling temperature is a critical step in the process to minimize or eliminate hazards.  Other controls in the process may involve taking temperatures as well.  The clipboards appear where recording data is necessary.

PROCESS #3:  Complex Food Preparation
Example: Beef and Bean Tamale Pie (Recipe #D-15A)
RECEIVE

Controls: Known Source, Receiving Temperatures

STORE

Controls: Proper Storage Temperatures, Prevent

Cross Contamination, Store away from chemicals

PREPARE

Controls: Personal Hygiene, Restriction of Ill

Employees, Prevent Cross

Contamination

Temperature Control: COOK 
Cook to 155˚F for at least 15 seconds. 
Check and record temperatures.
Temperature Control: COOL 
Cool to 70˚F within 2 hours and from 70˚F to 45˚F 
or lower within an additional 4 hours .
Check and record temperatures.
Temperature Control: REHEAT 
Heat to 165˚F for at least 15 seconds. 
Check and record temperatures.
Temperature Control: HOT HOLD

Hold for hot service at 140˚F or higher. 
Check and record temperatures.
SERVE

Controls: No Bare Hand Contact with Ready to Eat

Food, Personal

Hygiene, Restrict Ill Employees
Thermometer icon means that controlling temperature is a critical step in the process to minimize or eliminate hazards. Other controls in the process may involve taking temperatures as well. The clipboards appear where recording data is necessary.

Minimum Internal Cooking

Temperature Chart
 Time & Temperature Control/Potentially Hazardous Foods
Poultry (Raw)






•Whole
165oF

•Legs, thighs & wings
165oF

•Breasts
165oF

•Ground
165oF

Ground Meats (Raw), Pork, Eggs (held on steam table)
155oF

Fish, Beef, Shell Eggs (Raw, cooked to order)
145oF

Heated Vegetables & Fruits for Hot Holding
145oF
Leftovers Containing Potentially Hazardous Foods
(Time/Temperature Control for Safety Food)
165oF
	All products must reach the minimum temperature specified above for at least 15 seconds.


Informing Food Service Employees/Volunteers

The food service manager or other designated employee will ensure that all appropriate staff and volunteers are aware of the menu items, the appropriate process category, and the necessary control measures by:  Check those that apply.
 FORMCHECKBOX 
  Posting the process charts and other instructions in each food service location.

 FORMCHECKBOX 
  Keeping the charts and other instructions in the school’s food safety program (three-ring binder) located at each school.
 FORMCHECKBOX 
  Keeping menus, information and logs with this school’s food safety program in a three-ring binder located in designated place at the site.
 FORMCHECKBOX 
  Keeping a master copy of the food safety program in directors/manager’s office.

 FORMCHECKBOX 
  Providing an overview of the Process Approach to Hazard Analysis Critical Control Point
(HACCP) when hired and before handling food.  Ongoing training will be provided per annual training schedule and as needed.

 FORMCHECKBOX 
  Providing appropriate instructions to student workers, volunteers, and/or substitute food service staff on the process approach to HACCP, a list of necessary procedures relevant to the tasks they will be performing, and location of the monitoring records.
 FORMCHECKBOX 
  Posting job aids, when possible, to assist staff, student workers and/or volunteers with
 following proper procedures.
 FORMCHECKBOX 
   Other:  Describe:
Standard Operating Procedures Index
Note:  The General/Specific to Process 1 SOPs apply to menu items categorized in Process 2 and Process 3, where applicable. The SOPs for menu items in the Process 2 category apply to menu items in the Process 3 category, where applicable.  Check those that apply to the serving site.
General/Specific to Menu Items Categorized in Process 1
· - Washing Hands
· - Personal Hygiene
· - No Bare Hand Contact When Handling Ready-to-Eat Foods/Glove Use  
· - Visitors in Food Service 
· - Using and Calibrating Thermometers
· - Facility and Equipment Maintenance 
· - Approved Food Source
· - Handling a Food Recall
· - Receiving Deliveries
· - Storing Food 
· - Storing and Using Poisonous or Toxic Chemicals

· - Washing  Fruits and Vegetables
· - Thawing Foods
· - Controlling Time and Temperature During Preparation
· - Preventing Cross-Contamination During Storage and Preparation
· - Date Marking Ready-to-Eat, Potentially Hazardous Food
· - Holding Hot and Cold Potentially Hazardous Foods
· - Transporting Food to Remote Sites (Satellite Kitchens)

· - Serving Food
· - Preventing Cross-Contamination at Food Bars
· - Cleaning and Sanitizing Food Contact Surfaces
· - Wiping Cloths 
· - Using Time  Alone As a Public Health Control to Limit Bacteria Growth in Potentially Hazardous Foods 
Specific to Menu Items Categorized in Process 2

· - Cooking Potentially Hazardous Foods
· - Reheating Potentially Hazardous Foods (Heating Processed, ready-to-eat foods)
Specific to Menu Items Categorized in Process 3
· - Cooling Potentially Hazardous Foods
· - Reheating Potentially Hazardous Foods
Monitoring

Person In Charge Responsibilities:

· Ensuring assigned food service staff/volunteers are properly monitoring critical control  points at the required frequency and are completing documenting requirements.

· Monitoring implementation of standard operating procedures and recommending revisions.
Food Service Staff/Volunteers Responsibilities:

· Monitoring individual critical control points (CCPs) in the handling and preparation of food, per the standard operating procedures (SOPs).

_______________________________________________________
Designated Monitoring Responsibilities:

Equipment Temperatures
                    
· Cold Storage Units   
 (List designated position and back up in blanks below)
· Refrigeration  
( N/A
___________________________________________
· Freezers
( N/A
___________________________________________
· Milk Coolers
( N/A
___________________________________________
· Dishmachine
( N/A
___________________________________________
· Manual Dishwashing
( N/A
___________________________________________
Food Temperatures (potentially hazardous) (List designated position and back up in blanks below)
· Receiving
( N/A
___________________________________________
· Preparation/Reheat
( N/A
___________________________________________

· Transport
( N/A
___________________________________________

· Service
( N/A
___________________________________________

· Cooling
( N/A
___________________________________________

· Other
( N/A
___________________________________________

Thermometers
(List designated position and back up in blanks below)
· Recalibration 
( N/A
___________________________________________

Concentration of Sanitizing Solution 
· Dishwashing   
 
(List designated position and back up in blanks below)
· Manual Dishwashing
( N/A
___________________________________________
· Dishmachine 
( N/A
___________________________________________

( N/A ___________________________________________
· Wiping clothes
( N/A
___________________________________________

· Food contact surfaces
of equipment (e.g. slicer)
( N/A ___________________________________________

(List designated position and backup in blank below)
Corrective Action Responsibilities

Determining Corrective Actions:
· The person in charge is responsible for implementing predetermined corrective actions for deviations from control measures including critical control points (CCPs) and standard operating procedures (SOPs).

· Corrective actions for CCPs are stated in the SOPs and reiterated on the following pages.

· Corrective actions for all SOPs are stated on the SOPs.

· The person in charge will review and update the corrective actions at least annually with the assistance of the sanitarian who conducts the food safety inspections.  

Training:

· In addition to the corrective actions outlined on the following table and in the SOPs, food service staff/volunteers will be trained on a continuous basis to take corrective actions and document these actions, when necessary.  
Documenting Corrective Actions:

· Food service staff/volunteers will be responsible for documenting any corrective actions taken.   Of special concern are the critical control points.
Summary of Corrective Actions for Critical Control Points
	Critical Control Point (CCPs)
	General Situation
	Appropriate Corrective Actions

	COOKING
	If food does not reach the minimum internal temperature required by Hawaii Food Code within the time specified on the chart, recipe or manufacturer’s instructions…
	If no real problem is suspected:

· Extend heating/cooking time.

· Train the employee/volunteer to check internal temperatures of products rather than relying on time.

If the thermometer inaccuracy is suspected:

· Calibrate the thermometer and retest product.

· Establish and follow standard operating procedure for calibrating thermometers.

· Train employees/volunteers to calibrate thermometers per SOP.

If the oven temperature is suspected:

· Use an oven thermometer to check the internal temperature of the oven.

· Complete a work order for maintenance to check the thermostat.  Contact manufacturer’s representative to make appointment for repairs.


	COOLING
	If hot food is above 70oF and it is less than 2 hours into the cooling process…
	Reheat to 165oF for 15 seconds and start the cooling process again using more effective cooling methods. 

	
	If hot food is above 41oF and it is less than 6 hours into the cooling process…
	Reheat to 165oF for 15 seconds and start the cooling process again using more effective cooling methods.

	
	If hot food is above 70oF and it is more than 2 hours into the cooling process…
	Discard the food.  Establish a cooling method that will meet food code requirements for future use with this specific food item.

	
	If hot food is above 41oF and it is more than 6 hours into the cooling process…
	Discard the food. Establish a cooling method that will meet food code requirements for future use with specific food item.

	REHEAT
	If hot food is not reheated quickly to 165oF…
	Discard the food.  Establish a heating method that will meet food code requirements for future use with specific food item.

	HOT HOLD


	If hot food being held is found to be below 140oF…


	If time is used as a control:

Maintain record that show the time and the temperature of the food when it was removed from temperature control.  Document on production record, packing slip or log, as specified by SOP.

Record the time item was discarded (Must be within 4 hours if hot food and 6 hours if cold food)

	Hot holding, cont.
	
	If the thermometer may be incorrect:

· Calibrate the thermometer and retest product.

· Establish a standard operating procedure for calibrating thermometers.

· Train employees/volunteers to calibrate thermometers.

If time is not used as a control and the thermometer is calibrated:

· Reheat the hot food to 165oF for 15 seconds and then hold above 140oF.

· When the hot holding equipment appears not to be working properly, complete a work order for maintenance to check it or notify the person in charge.

	COLD HOLDING
	If cold food being held is found to be above 41oF …
	If time is used as a control:

· Maintain records that show the time and the temperature of the food when it was placed in the holding unit.  Record the time and temperature of product left in the hot holding unit.  Discard any product that was not served within 6 hours.
If incorrect thermometer is suspected:

· Calibrate the thermometer and retest product.

· Establish and follow a standard operating procedure for calibrating thermometers.

· Train employees/volunteers to calibrate and use calibrated thermometers.

If time is not used as a control and the thermometer is calibrated:

· Chill the cold food to 41oF or less and then hold below 41oF.

· If you suspect that the cold holding equipment is not working properly, re-locate potentially hazardous items to a properly functioning cold storage unit. Contact manufacturer’s representative. Complete a work order for maintenance to check and/or notify person in charge.


Recordkeeping

Responsibilities for Recordkeeping/Location & Retention of Records

Food Service Staff/Volunteer Responsibility:

· All food service staff/volunteers will be held responsible for recordkeeping duties, as assigned.  Overall,                                                    (insert name and title) will be responsible for checking that records are kept in specified place.

Recordkeeping Procedure:
· Appropriate forms/logs will be selected and adapted for use at school site.
·  All forms/logs will be kept in designated area in food service, unless otherwise specified on school site’s SOP.

· All forms/logs will be replaced as needed and employees/volunteers will know where to find blank replacement forms.

· All completed forms will be kept in                                            (specify exact location)     .
Employee/Volunteer Training:

· The                                          (job title only)       is responsible for informing all food service personnel/volunteers on the use and importance of recording critical information.   

Maintenance of Records:

· All monitoring records, including temperature logs, will be maintained for the current and the prior school year to meet USDA food safety regulations.  Note:  Production records and other documents that show compliance with other USDA school meal programs regulations must be kept for 3 years plus the current school year.
Documentation (Records)





Documentation Schedule

Employee Health

· School Food Service Employee Reporting Agreement…....... Upon Employment
Product Records 
· Food Recall
For each instance
· Cooling Temperature Study
For each item in Process 3
· Damaged or Discarded Product Log
For each instance
Temperature Records
· Receiving Temperatures…………………………………………….…
Each Delivery 
· Transport Sheet…………………………………………………………Each Delivery
· Heating/Holding/Serving
………………………………………………..Potentially Hazardous Foods

· Refrigerator / Freezer Temperature Log
Each day

· Thermometer Calibration Log
Per food safety program
· Dish Machine Temperature Log
Each day machine is operated
Chemical Concentration Records

· Manual Dish Washing 
Each Meal Service
· Low Rinse Temperature/Chemical Dish Machine……………..Each Meal Service

Training
· New Employee/Volunteer Orientation Agreement  
Prior to Start Time

· Food Safety Training Plan and Record
On-going

Corrective Action Records
As necessary
	School Food Service Employee Reporting Agreement

Preventing Transmission of Diseases through Food 

By

Infected Food Service Employees 




The Office of Hawaii Child Nutrition Programs recommends that this document be used as an agreement between the employees and management to help ensure that employees who hand food notify the person in charge of school food service when they experience any of the symptoms listed below.  The person in charge will take appropriate steps to prevent the transmission of foodborne illness.  The use of this document will demonstrate to the environmental health specialist who conducts food safety inspections that there is an Employee Health Program in place.

I AGREE TO IMMEDIATELY REPORT TO THE PERSON IN CHARGE:

SYMPTOMS AND PUSTULAR LESIONS:

1. Diarrhea

2. Fever

3. Vomiting

4. Jaundice

5. Sore Throat

6. Lesions containing pus on the hand or exposed body part (such as boils and infected wounds, however small)

MEDICAL DIAGNOSIS:

Whenever diagnosed as being ill with Salmonellosis (Salmonella spp.), Shigellosis (Shigella spp.), Shiga toxin-producing E. coli, Hepatitis A (hepatitis A virus) or any other pathogen that can be transmitted through food such as: Entamoeba histolytica; Campylobacter spp; Norovirus; Cryptosporidium spp,; Giardia spp.; Yersinia enterocolitica; Staphylococcus aureus; or Listeria monocytogenes.

I have read (or had explained to me) and understand the requirements concerning my responsibilities under the Hawaii Food Code and this agreement to comply with:
1.
Reporting requirements specified above involving symptoms, diagnoses, and high-risk conditions specified; 

2. 
Work restrictions or exclusions that are imposed upon me; and

3. 
Good hygienic practices.

I understand that failure to comply with the terms of this agreement could lead to action by my employer or the regulatory authority that issues license/conducts inspections that may jeopardize my employment and may involve legal action against me.

Food Service Employee Name (please print) _______________________________________________

Signature of Food Service Employee_________________________________  Date________________

Signature of Supervisor ________________________________________________  Date___________________

Based on form developed by WI Dept of Health  Services  for licensed restaurants -   March 2006

Orientation and Training 

Food Service Staff/Volunteers/Student Workers
The                                                           (job title of person in charge)       will provide/arrange for training of food service staff, volunteers and/or student workers as part of orientation, annual in-service and other times during the school year.

New Employee/Volunteer/Student Workers/Other School Personnel Orientation

All employees and volunteers involved in food preparation and service will:

1. Meet with the person in charge to receive training on basic food safety.  This training will include proper hand washing procedures.

2. The person in charge at each of the school serving locations will obtain Hawaii Department of Health Manager Certification and keep this current certification current. 
3. Receive training on following the standard operating procedures specific to their job assignments in school food service.

On-going Food Safety Training
1. Training needs of employees/volunteers/student workers will be identified prior to the start of each school year.
2. The needs are based on observations, corrective actions that were required, and/or recommendations by sanitarian during recent food safety inspections.
3. Training calendar will be completed prior to the start of each school year.
4. Appropriate resources used in the training activities including videos, DVDS, pre-planned lesson, and/or guest speakers.

5. Source of materials for the training activities include those distributed by U.S. Department of Agriculture and National Food Service Management Institute, and the National Restaurant Association’s National Food Safety Education Month archives.  
6. Those who attend the training activity held at the school will sign in on a roster.

7. Training activities may also include food safety courses held off site.
New Employee/Volunteer Orientation Agreement
Name______________________  Position _______________________
School _____________ 

	Standard Operating Procedures
	( if  discussed   
	( if  not 

applicable  

	General/Specific to Menu Items Categorized in Process 1
	
	

	Washing Hands
	
	

	Personal Hygiene
	
	

	No Bare Hand Contact When Handling Ready-to-Eat Foods/Glove Use
	
	

	Visitors in Food Service
	
	

	Using & Calibrating Food Thermometers
	
	

	Facility and Equipment Maintenance
	
	

	Approved Food Source
	
	

	Handling a Food Recall
	
	

	Receiving Deliveries
	
	

	Storing Food
	
	

	Storing and Using Poisonous or Toxic Chemicals
	
	

	Washing Fruits and Vegetables
	
	

	Thawing Foods
	
	

	Controlling Time and Temperature During Preparation
	
	

	Preventing Cross Contamination During Storage and Preparation
	
	

	Date Marking Ready-to-Eat, Potentially Hazardous Foods
	
	

	Holding Hot and Cold Potentially Hazardous Foods
	
	

	Transporting Food to Remote Sites (Satellite Kitchens)
	
	

	Serving Food
	
	

	Preventing Contamination at Food Bars
	
	

	Cleaning & Sanitizing Food Contact Surfaces
	
	

	Wiping Cloths
	
	

	Using Time Alone as a Public Health Control to Limit Bacteria Growth in Potentially Hazardous Foods
	
	

	Specific to Menu Items Categorized in Process 2
	
	

	Cooking Potentially Hazardous Foods
	
	

	Reheating Potentially Hazardous Foods (Heating processed, ready-to-eat foods)
	
	

	Specific to Menu Items Categorized in Process 3
	
	

	Cooling Potentially Hazardous Foods
	
	

	Reheating Potentially Hazardous Foods
	
	

	
	
	

	Other Information
	
	

	  
	
	

	
	
	


I understand that these procedures were developed to protect the safety of students and other food service customers. 

I agree to follow these policies and ask questions when I need clarification.

__________________________    __________    ____________________________   _________
Employee/Volunteer                        Date                Person In Charge/Supervisor             Date 
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	Annual Training Calendar

School Site ___________________ School Year:  20___                       

	 Training Topics
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	June
	July

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Food Safety Training Session Roster
	School Site(s)                                             Date:



	Topic:

	Length of Time:

	Presenter:

	Training Materials Used: 




Attendance Sign In:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Food Safety Program Review
School Year 20_____      Date Completed ____________     

Instructions:  Complete program review for each preparation and serving location periodically, and at least annually, to reflect changes.  Make updates and add new items were applicable.  Include effective date on any modified items or forms.  Keep with the food safety program at each of the school food preparation and serving site.

Checklist for Review of Food Safety Program
1. Check if there were there changes and note date of update to plan:

     
Descriptions
 Date Updated_________
     
Equipment
 Date Updated_________
      
Listing of menu items categorized as process 1, 2, or 3
Date Updated__________
       
Vendors
Date Updated__________

     
USDA Regulations
Date Updated__________

     
Recordkeeping Procedures
Date Updated__________
     
Standard Operating Procedures 
Date Updated__________
     
Monitoring Procedures
Date Updated_________

     
Monitoring Forms
Date Updated_________

     
Recordkeeping Procedure 
Date Updated_________
     
Corrective Actions 
Date Updated_________
2. Changes made for any additional programs or services? ( yes   ( no

3. Were improvements suggested by environmental health specialist conducting the food safety inspections made in the plan? ( yes   ( N/A   ( no, not deemed necessary

4. What additional training is needed to support the food safety program?

5. How will identified training needs be met?  

Anticipated date for training: _________, 20__.

6. Does the person in charge at each site demonstrate knowledge of the plan? ( yes  ( no

7. Changes were conveyed to all employees and volunteers? ( yes  ( no
8. Name of person responsible for verifying that the required records and logs are accurately completed and properly maintained at this school preparation or serving site:

_________________________________________   ____________________________

Name                                                                                             Title

Completed by:  __________________________   ____________________________

    Name                                                        Title
Checklist for Review of Food Safety System and Program
Instructions: The person in charge or other designee _________________will use this checklist to determine strengths and weaknesses of the food safety program   FORMCHECKBOX 
 Monthly  FORMCHECKBOX 
  Twice per year   FORMCHECKBOX 
 Annually  FORMCHECKBOX 
  Other _____________________

Note responses and corrective action taken on this program.  Keep completed records for future reference.
Date ______________________
              Observer _______________________________________
Personal Hygiene/Health           
	
	Yes
	No
	Corrective Action
	
	Yes
	No
	Corrective Action

	Employees are properly attired

including proper shoes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Eating, drinking, and/or gum chewing are observed only in designated areas away from work areas.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Hair net or designated hair restrains properly worn
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Disposable tissues are used and disposed of when coughing/blowing nose
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Fingernails are short, unpolished, and clean unless suitable arrangements are made with person in charge
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Employees take appropriate action when coughing or sneezing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Jewelry is limited to plain ring
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Disposable gloves worn when handling ready to eat foods
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Disposable gloves are changed at appropriate times/not reused
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Hand are washed thoroughly using proper hand washing procedures at critical points
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Open sores, cuts, or splints and bandages on hands are completely covered with a disposable glove while handling food
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Employees/volunteers comply with restrictions/ exclusion, per SOP
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


Food Storage and Dry Storage           

	
	Yes
	No
	Corrective Action
	
	Yes
	No
	Corrective Action

	Temperature is between 50 and 70 F
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	No bulging or leaking canned goods in storage.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	All food and paper supplies are 6-8 inches off floor
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	All surfaces and floors are clean.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	The FIFO (first in, first out) method of inventory is being practiced
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Food is protected from contamination
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Open bags of food are stored in containers with tight fitting lids and labeled
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Chemicals are stored away from food and other food related supplies.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


Equipment/Maintenance
	
	Yes
	No
	Corrective Action
	
	Yes
	No
	Corrective Action

	All surfaces of equipment are clean to sight and touch including serving lines, storage shelves, cabinets, ovens, ranges, fryers and steam equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Loading dock and area around dumpster are clean and odor free
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Food slicer is broken down, cleaned and sanitized after use
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Exhaust hood and filters are clean
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Boxes, containers and recyclables are removed from site
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	


Refrigeration, Freezer and Milk Cooler Units

	
	Yes
	No
	Corrective Action
	
	Yes
	No
	Corrective Action

	Appropriate thermometers are placed in warmest locations, readily available and accurate
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	All food is properly wrapped, labeled and dated
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	 Temperature of cold food being held is at or below 45 degrees F
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	The FIFO method of inventory is used.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Air temperature of all refrigerators and freezers is monitored and documented daily     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Established cleaning schedule is followed to keep units clean
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Appropriate corrective action is taken and  noted on temperature logs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Food is stored 6 inches off floor in walk-ins
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


Food Handling 

	
	Yes
	No
	Corrective Action
	
	Yes
	No
	Corrective Action

	All food items are from approved sources 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Food is tasted using the proper procedure
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Potentially hazardous frozen food is properly thawed
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Potentially hazardous foods are quickly heated/re-heated to required temperature
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Preparation is planned so ingredients are kept out of the temperature danger zone to the extent possible
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Food is cooked to the required safe internal temperature for the appropriate time.  The temperature is tested with a calibrated food 

Thermometer
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Ready-to-eat food is handled with suitable utensils, such as single use gloves or tongs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Food is prepared in small batches to limit the time it is in the temperature danger zone
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


Food Preparation Utensils and Food Contract Surfaces
	
	Yes
	No
	Corrective Action
	
	Yes
	No
	Corrective Action

	All small equipment and utensils, including cutting board are cleaned and sanitized between uses
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Thermometers are cleaned and sanitized after each use
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Small equipment and utensils are air-dried
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Thermometers are calibrated on a routine basis
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Work surfaces are clean to sight and touch
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Can opener is clean to sight and touch
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Work surfaces are cleaned and sanitized between uses
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Drawers, racks and storage bins are clean.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Small equipment is inverted, covered, or otherwise protected from contamination when stored
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Clean utensils are handled in a manner to prevent contamination of  areas that will be in direct contact with food or a person’s mouth
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


Hot Holding
	
	Yes
	No
	Corrective Action
	
	Yes
	No
	Corrective Action

	Hot holding unit is clean
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Temperature of hot food being held is at or above 140º F.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Food is heated to the required safe internal temperature before placing in hot holding.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Food is protected from contamination.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Hot holding units are not used to reheat potentially hazardous foods.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Hot holding unit is pre-heated before hot food is placed in unit.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


Cleaning and Sanitizing

	
	Yes
	No
	Corrective Action
	
	Yes
	No
	Corrective Action

	Three-compartment sink is properly set up for ware washing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Chemical sanitizer is mixed correctly and sanitizer strip is used to test chemical concentration
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Dish machine is working properly (i.e. gauges and chemicals are at recommended levels).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Wash and rinse water is clean and free of grease and food particles
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Water temperatures are correct for wash and rinse
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Small ware and utensils are allowed to air dry
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	If heat sanitizing is used, the utensils are allowed to remain immersed in 180 F water for 30 seconds
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Wiping cloths are stored in sanitizing solution while in use

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


Garbage Storage and Disposal

	
	Yes
	No
	Corrective Action
	
	Yes
	No
	Corrective Action

	Kitchen garbage cans are clean and kept covered
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Boxes and containers are removed from site
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Garbage cans are emptied as necessary
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	Loading dock and area around dumpster are clean
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Dumpster lids are closed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	


Pest Control

	
	Yes
	No
	Corrective Action
	
	Yes
	No
	Corrective Action

	Outside doors have screens, are well-sealed, and are equipped with a self-closing device
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	No evidence of pests is present
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Pest control services are provided by licensed pest control operator
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	


Important Terms
Control Measure – Any action or activity that can be used to prevent, eliminate, or reduce an identified hazard.  
Corrective Action – An activity that is taken by a person whenever a critical limit is not met.  
Critical Control Point (CCP) – An operational step in a food preparation process at which control can be applied and is essential to prevent or eliminate a hazard or reduced it to an acceptable level.

Critical Limit – One or more prescribed parameters that must be met to ensure that a CCP effectively controls a hazard.
 Cross-Contamination – The transfer of harmful substances or disease-causing micro-organisms to food by hands, food contact surfaces, sponges, cloth towels and utensils that touch raw food, are not cleaned, and then touch ready-to-eat foods.  Cross contamination can also occur when raw food touches or drips onto cooked or ready-to-eat foods.

Danger Zone – The temperature range between 45° F. and 140° F. that promotes rapid growth of pathogenic micro-organisms.

Exclude – To prevent a person from entering areas where food and equipment is stored and where food is prepared and served.
Hazardous Analysis and Critical Control Point (HACCP) – A prevention-based food safety system that identifies and monitors specific food safety hazards that can adversely affect the safety of food.

Internal Temperature – The temperature of the internal portion of a food product.   

Micro-organism – A form of life that can be seen only under microscope, including bacteria, viruses, yeast, and single-cell entities.

Monitoring – The act of observing and making measurements to help determine if critical limits are being met and maintained.
Pathogen – A micro-organism (bacteria, parasite, viruses, fungi) that causes diseases in humans.

Personal Hygiene – Individual cleanliness and habits.
Potentially Hazardous Food (Time/Temperature Control for Safety Food) – A food that requires time/temperature of safety (TCS) to limit pathogenic microorganism growth or toxin formation.  These foods include:  (1) An animal FOOD that is raw or heat-treated; a plant FOOD that is heat-treated or consists of raw seed sprouts, cut melons, cut leafy greens, cut tomatoes or mixtures of cut tomatoes that are not modified in a way so that they are unable to support pathogenic microorganism growth or toxin formation, or garlic-in-oil mixtures that are not mixtures that are not modified in a way so that they are unable to support pathogenic microorganism growth or toxin formation, and except as specified in Subparagraph (3) (d) of the Food and Drug Administration definition, a FOOD that because of the interaction of its aw and pH values is designated as Product Assessment Required (PA).
Process Approach – A method of categorizing food operations into one of three categories described below.  


Process 1:  Food preparation with no cook step – ready-to-eat food is 


received, stored, prepared, held and served.


Process 2:  Food preparation for same day service – food is 


received, stored, prepared, cooked/re-heated (commercially processed food


products) held and served.

Process 3:  Complex food preparation – food is received, stored, prepared, cooked/re-heated (commercially processed food products), cooled, re-heated on another day, held hot and served.
Ready-to-Eat Food – Food in an edible not requiring washing, cooking, or additional preparation by the food service operation. 
Recordkeeping – Documenting monitoring activities.

Restrict – To prevent a person from working with exposed food, clean utensils and equipment, clean linens, and unwrapped single-service items.
Standard Operating Procedure (SOP) - Written description of food safety practices.  It includes monitoring, recordkeeping, and corrective action, when applicable.
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