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	1
 Management Responsibility
	


1.1
Food Safety Statement 

This business is committed to producing and delivering Cook-Fresh food in accordance with this food safety program so that:

· the finished product meets the set microbiological limits for pathogens in the Food Standards Code;

· the end product is of the highest possible standard; 

· the business complies with the requirements of the ACT Food Regulation 2002 and ACT Food Act 2001; and

· the business complies with the requirements of the Food Safety Standard of the Food Standards Code.

1.2
Purpose and Scope of the Food Safety Plan

Purpose
The Food Safety plan is being implemented to protect the public’s safety by ensuring that products meet the regulatory requirements of the ACT Food Act 2001, ACT Food Regulation 2002 and FSANZ Food Safety Standards.

Scope
This Food Safety Program covers the food manufacturing including the storage and packaging at the processing plant and the delivery to the customers.

1.3
Food Safety Team

This Food Safety team is responsible for maintaining the Food Safety manual, analysing and improving processes and implementing effective controls to manage potential and identified food safety risks.

The Food Safety team includes:

	Role
	Name
	Position in Business

	TEAM LEADER
	
	

	TEAM MEMBER
	
	

	TEAM MEMBER
	
	

	TEAM MEMBER
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2.1
PRODUCT SPECIFICATION/s

Example:

	PRODUCT NAME
	Fully cooked meals served hot, no chilling step, to be consumed on the same day as preparation.

	Form
	Spaghetti Bolognaise, Stroganoff, Casserole etc.

	STOrage and transport
	Held at 60ºC or greater.  Consumed within 4 hours, food is not chilled and stored for later use.  Delivered using meal carts.

	Packaging
	Plates covered with plastics or lids

	Final Product / legal requirements
	Cooking i.e. boiled, roasted, baked, steamed, stir fried or grilled.  Food is potentially hazardous, high in moisture, low in salt and has neutral pH.

	Shelf Life
	N/A Food is ready to eat and should be consumed on the day.

	Storage and Distribution
	Held and 60ºC or greater and stored no longer than four hours.  Meal carts or delivered meal organisation.

	intended use
	Ready to eat.

	consumer
	Vulnerable populations – hospital patients, pregnant women and elderly people.


(please complete)

	PRODUCT NAME
	

	Form
	

	STOrage and transport
	

	Packaging
	

	Final Product / legal requirements
	

	Shelf Life
	

	Storage and Distribution
	

	intended use
	

	consumer
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1. Purchases and receivables

2.2
Flow Diagram


2. Storage


3. Thawing, tempering, unpacking


4. Preparation


5. Cooking


6. Post Cook Processing, portioning or Pureeing


7. Hot Storage

8.  Labelling/ Packaging/ Hot Serve

9. Delivery
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2.2
Flow Diagram

(Insert relevant flow diagram specific to your business.)
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2.3 CCP DECISION TREE USED IN THE HAZARD Analysis for Vulnerable Populations
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HACCP PLAN
	


The following table can be used to identify the common risk factors and to assist you in the development of your business HACCP plan.

2.4 HAZARD Analysis for Vulnerable Populations 
CCP= Critical Control Point

SP= Supporting Program

	PROCESS STEP
	HAZARD
	control measures
	q1
	q2
	q3
	q4
	q5
	ccp

	1-9 All Steps
	Physical:

Staff i.e. jewellery, bandaids, hair, and chewing gum;

Plant i.e. bolts, grease, glass and steel;

Building i.e. flaking paint, glass;

Processing i.e. utensils, packaging.
	Good food handling practices (staff training) and maintenance programs to avoid foreign objects.
	
	
	
	
	
	SP

	
	Bacteria and viruses that cause food borne illness introduced by poor staff hygiene and work practices.
	Good food handling practices, staff training and illness policy.
	
	
	
	
	
	SP

	1.
Purchase and/or 
Receivables.
	Excessive numbers/levels of pathogenic microorganisms or other contaminants in the ingredients.
	Supplier Approval Program that ensures temperature control in transit, good compliance, and/or Certificate of Analysis received with each shipment.
	Y
	Y
	N
	Y
	N
	CCP

	
	Growth of microorganisms in ingredients during transport prior to delivery and storage after delivery.
	Supplier Approval Program.
	Y
	Y
	N
	Y
	N
	CCP

	
	Chemical:  Agricultural chemicals, antibiotics, pesticides or chemical contamination during transit.
	Supplier Approval Program.  Inspection of package integrity.
	Y
	Y
	N
	N
	
	SP

	
	Physical:  Contamination from metal, glass, wood, plastic and foreign objects.
	Inspection by receiver and operators. Supplier Approval Program.
	Y
	Y
	N
	N
	
	SP

	2. Storage.
	Contamination during storage by cleaning products, chemicals (pesticides), vermin and dirt.
	Sanitation, maintenance and pest control programs control these hazards.
	
	
	
	
	
	SP

	
	Growth of micro-organisms in the ingredients
	Temperature control.
	
	
	
	
	
	SP


2.4 HAZARD Analysis for Vulnerable Populations
CCP= Critical Control Point

SP= Supporting Program

	PROCESS STEP
	HAZARD
	control measures
	q1
	q2
	q3
	q4
	q5
	ccp

	3.  Thawing, Tempering, Unpacking.
	Growth of microorganisms in the ingredients if temperature and time allow.
	Temperature control. 
	Y
	Y
	N
	N
	
	SP

	
	Physical contamination from packaging.
	Temper for sufficient time so film is easily removed from ingredients and not torn.
	Y
	Y
	N
	N
	
	SP

	4.   Preparation.
	Allergen control.
	Good Food Handling Practices and Sanitation Program.
	Y
	Y
	Y
	Y
	N
	SP

	
	Chemicals eg. Oils and cleaners.
	Unlikely to occur.  Sanitation Program would address cleaning residues.
	Y
	Y
	Y
	Y
	N
	SP

	
	Preparation time and growth of bacteria when out of refrigeration during preparation.
	Strict time monitoring during preparation.  
	Y
	Y
	N
	N
	
	SP

	5.  Cooking
	Survival of bacteria.
	Cook standard amounts to standard times and temperature.  Check core temperature.
	Y
	Y
	Y
	Y
	Y
	CCP

	6.   Post Cook Processing (portioning, slicing or texture modification)
	Contamination by microorganism during processing.  
	Good Food Handling Practices and Sanitation Program.  
	Y
	Y
	Y
	Y
	Y
	SP

	
	Time and product temperature may allow growth of surviving heat resistant and any contaminating microorganism.
	Limit the amount of time between the end of the cooking process and refrigeration or consumption.  Monitor the time out of cook, chill or serving times.
	Y
	Y
	Y
	Y
	Y
	CCP


2.4 HAZARD Analysis for Vulnerable Populations
CCP= Critical Control Point

SP= Supporting Program

	PROCESS STEP
	HAZARD
	control measures
	q1
	q2
	q3
	q4
	q5
	ccp

	7.  Hot Holding.
	Time and product temperature may allow growth of surviving heat resistant and any contaminating microorganism.
	Heat food to correct minimum temperature in the correct amount of time.  Monitor holding times and temperatures.
	Y
	Y
	Y
	Y
	Y
	CCP

	8.  Labelling/ Packaging/ Portioning/ Hot Serve


	Contamination and mislabelling / insufficient labelling.
	Packaging materials and packaging practice should comply with Australian Standard: AS 2070:1999, Plastic Materials for Food Contact Use.  Labelling requirements are covered in the Food Standards Code, Standard 1.2.4, Standard 1.2.5 and Standard 1.2.6. 


	Y
	Y
	Y
	
	
	CCP

	
	Adverse patients/resident reactions (choking, allergies).
	For items served in-house meals should be clearly labelled/identified.


	Y
	
	
	
	
	SP

	
	Time and product temperature may allow growth of surviving heat resistant and any contaminating microorganism.
	Food must be held above the minimum hot holding temperatures.
	Y
	Y
	Y
	Y
	Y
	CCP

	9.  Delivery
	Contamination by unclean trolley/delivery vehicles.
	Food protected during transport.  Good Food Handling Practices and Sanitation/Cleaning Program. 
	Y
	Y
	Y
	
	
	SP

	
	Time and product temperature may allow growth of surviving heat resistant and any contaminating microorganism.
	Deliver only hot meals.  Monitor meal temperatures and delivery times.
	Y
	Y
	Y
	Y
	Y
	CCP


Note:

· CCPs were decided using the CCP decision tree and assuming that the control measures are followed.

· If a different control measure is used then it will be necessary to reassess the CCPs
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2.5 HAZARD AUDIT TABLE for Vulnerable Populations
	Step
	Hazard
	Control Measure
	Monitoring Procedures
	Critical Limits
	Corrective Action
	RECORDS

	1.
 Purchase 
 and Receivables.
	Contamination:

1. Physical;

2. Chemical;

3. Microbiological.
	Supplier Approval Program.  Inspection by operator.
	What:
Visual Inspection.
How:
Check appearance of truck, packaging and product.
When:
Every delivery.
Who:
Delegated employee.
	Supplier not approved.  No evidence of problems such as dirty, damaged product/boxes and poor truck condition/maintenance.
	Reject Consignment where products are damaged or show signs of contamination or tampering.  Reject excessively soiled or damaged fruit and vegetables.  Review approved supplier program.
	Receive and Despatch Sheet.

	
	Growth of microorganisms during transport prior to delivery.
	Temperature Control.
	What:
 Temperature inside 
 package.

How:
 Temperature probe.

When:
 Every consignment.

Who:
Delegated employee.


	Receive consignment at 5°C or lower.
	Reject Consignment if above 50C.


	Receive and Despatch Sheet.



	
	Out of date or excessive numbers/levels of microorganism and other contaminants.
	Temperature Control.
	What:
 Temperature inside package and visual   inspection. 

How:
 Temperature probe.

When:
 Every consignment.

Who:
Manager or delegated employee.


	Must be within use-by date.  Final product continuing to fail verification testing review quality of raw ingredients.
	Reject products that are out of date or very close to date if you can’t use it prior to expiry.  Reject excessively soiled or damaged fruit and vegetables.


	Receive and Despatch Sheet.




2.5 HAZARD AUDIT TABLE FOR Vulnerable Populations
	Step
	Hazard
	Control Measure
	Monitoring Procedures
	Critical Limits
	Corrective Action
	RECORDS

	2. Storage
	Growth of pathogenic microorganisms.
	Temperature control.
	What:
  Storage temperature.

How:
Data logger/ thermometer/ Temperature gauge.

When:
Daily.

Who: 
Manager or delegated employee.

	Refrigerated room temperature <5°C.
	Discard product if temperature abuse has occurred.
	Temperature monitoring form.

	3.  Thawing, Tempering and Unpacking
	Physical contamination – polyentrapment.
	Inspection by operator.
	What:
  Plastic packaging, food uncovered.

How:
Temper for sufficient time so film is easily removed from meat.  Keep food covered.
When:
Every batch.

Who: 
 Delegated employee.
	No visible contamination.  No plastic entrapment in meat.


	Product may be reworked if possible otherwise discard.
	Batch record sheet.

	
	Growth of pathogenic microorganisms.
	Temperature control.
	What:
  Storage temperature.

How:
Data logger/ thermometer/ Temperature gauge.

When:
Daily.

Who: 
Manager or delegated employee.

	Thawing room temperature <5°C.
	Discard product if temperature abuse has occurred.
	Temperature monitoring form.


2.5 HAZARD AUDIT TABLE FOR Vulnerable Populations
	Step
	Hazard
	Control Measure
	Monitoring Procedures
	Critical Limits
	Corrective Action
	RECORDS

	4.   Preparation.
	Growth of pathogenic microorganisms. 
	Temperature control.
	What:    Refrigerated or non-refrigerated preparation room.  Time in preparation room.

How:
Data Logger/ Thermometer/ Temperature gauge/ Time.  

When:
 Daily.

Who:
Delegated employee.


	Refrigerated temperature <5°C.  If non- refrigerated room used maximum 30mins preparation time.
	Cook immediately or discard product if temperature abuse has occurred.
	Temperature monitoring form.

	
	Allergen control.
	Good Food Handling practices and sanitation program.
	What:    Product.

How:     Clear Recipes and sanitation program.

When:   Post or during preparation.

Who:     Delegated employee.


	No cross contamination between recipes/ ingredients.
	Discard affected product. 
	Batch record sheet.

	5.
Cooking.
	Survival of microorganisms when food is not cooked properly. 
	Check product temperature.
	What:
  Take one final core temperature of product.

How:
Sanitised calibrated thermometer.
When:
Every Batch.

Who: 
Delegated employee/ cook/ chef.

	Core is 70ºC for 2 minutes or 75ºC.
	Keep cooking until cook temperature is reached or discard product.  Product may be reworked if possible otherwise discard.  
	Batch record sheet.


2.5 HAZARD AUDIT TABLE FOR Vulnerable Populations
	Step
	Hazard
	Control Measure
	Monitoring Procedures
	Critical Limits
	Corrective Action
	RECORDS

	6.  Post Cook Processing (portioning, slicing or texture modification).
	Contamination:

1. Physical;

2. Chemical;

3. Microbiological. 
	Metal detector.  Visual inspection. Good Food Handling Practices and Sanitation Program.
	What:   Product and utensils.

How:    In line metal detector/ visual inspection.

When:  Before use and final product.

Who:    Delegated employee.


	Metal detected.  Utensil not cleaned or contamination evident.
	Re-clean and sanitise equipment and utensils.  Discard affected product. 
	Batch record sheet.

	
	Growth of pathogenic microorganisms. 
	Elapsed time and temperature at end of process.
	What:    Elapsed time after cooking and before hot holding.

How:
Record time of cook and holding start time.  

When:
 Each batch.

Who:
Delegated employee.


	Maximum 30 minutes elapsed time and minimum temperature of 60ºC at time of processing..
	Re-heat food to 70ºC for two minutes or discard..
	Batch record sheet.

	7.  Labelling/ Packaging/ Portioning/ Hot Storage
	Contamination and mislabelling/ insufficient identification.  Adverse patient reactions (allergen reaction).
	Packaging materials and packaging practice should comply with Australian Standard: AS 2070:1999, Plastic Materials for Food Contact Use.  In-house meals and patients identification system.  Labelling requirements are covered in the Food Standards Code, Standard 1.2.4, 1.2.5 and 1.2.6 for food sold.
	What:    Product label.

How:     Visual inspection.

When:   Per batch.

Who:     Manager or delegated employee.
	Patients receive correct meals.

Packaging and labelling, complies with the Food Standards Code.
	Review in-house patient and meal allocation/ identification procedures.  

Recall product if distributed and relabel. 
	Batch record sheet.


2.5 HAZARD AUDIT TABLE FOR Vulnerable Populations
	Step
	Hazard
	Control Measure
	Monitoring Procedures
	Critical Limits
	Corrective Action
	RECORDS

	
	Labelling declaration
	Visual verification.
	What:    Product label.

How:     Visual inspection.

When:   Per batch.

Who:     Manager or delegated employee.


	Complies with the Food Standards Code.
	Recall product if distributed and relabel.
	Batch record sheet.

	
	Growth of pathogenic microorganisms.
	Temperature control.
	What:
  Holding temperature.

How:
Data logger/ thermometer/ Temperature gauge.

When:
Each batch.

Who: 
Delegated employee.

	Minimum 60°C.
	Adjust hot holding equipment.  If food falls below 60°C for 30 minutes discard.
	Temperature monitoring form.

	8.  Hot Serving.
	Growth of bacteria. 
	Product temperature.
	What:
  Take product temperature of the last served meal.

How:
Sanitised calibrated thermometer.
When:
Each mealtime.

Who: 
Delegated employee.

	Last meal delivered is 60ºC or higher.
	Use microwave to reheat meals if necessary.  Review heating process and equipment.
	Temperature monitoring form.


2.5 HAZARD AUDIT TABLE FOR Vulnerable Populations
	Step
	Hazard
	Control Measure
	Monitoring Procedures
	Critical Limits
	Corrective Action
	RECORDS

	
	Adverse patients/resident reactions (allergen reaction).
	Patients and residents receive appropriate meals.
	What:    Centre of Product.

How:     Temperature probe.

When:   Daily.

Who:     Delegated employee.


	Documented allergies and special needs for all patients / residents.  Needs and changes are track.
	Do not give meal to patient.  Check other trays to see if the meal is there, if not notify supervisor.
	Batch record sheet and patient order form.

	9 a). Transport and Delivery to External Customer. 
	Bacteria growth or contamination from packaging.
	Temperature control, cover food using appropriate packaging and packing practice.
	What:    Temperature of centre of product and time.

How:     Temperature probe and time taken to deliver.

When:   Daily.

Who:     Delegated employee.


	Last meal delivered is 60ºC or higher.
	Discard food that is has been is below 60ºC for longer than 30 minutes on being received. 

Review heating process and transport containers.
	Batch record sheet, temperature monitoring form and delivery docket.

	9 b).  Delivery to Patients.
	Bacteria growth or contamination from packaging.
	Temperature control and amount of time between service and consumption. Cover food using appropriate packaging and packing practice.
	What:    Elapsed time between end of service and consumption.

How:     Monitor time of service.

When:   Each meal.

Who:     Delegated employee.


	Last meal delivered is 60ºC or higher.
	Use microwave to reheat meals if necessary. 

Review heating process and transport containers.

Discard food that is not consumed or refrigerated within 30 minutes of service.
	Batch record sheet, temperature monitoring form.
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3.1 PREMISES

The premises used for the manufacture of Cook Fresh foods be designed, constructed and maintained in a way that will minimise the chance of food becoming contaminated.

The premises must also comply with the FSANZ Food Standards Code, Standard 3.2.3 - Food Premises and Equipment.

To ensure that these premises are maintained to this standard, a set maintenance audit of the premises structure is to be completed using the Monthly Maintenance Checklist by the manager or delegated employee.

3.2 EQUIPMENT

Food handling equipment such as benches, boards, utensils, knives and containers should be designed, maintained and stored in a way that will minimise the chance of food becoming contaminated. Unsealed wood and timber must not be used in food handling areas.

Equipment used at the premises must comply with the FSANZ Food Standards Code, Standard 3.2.3 - Food Premises and Equipment.

Equipment must only be used for its intended purpose and it must be kept clean and well maintained at all times.

Equipment such as cool rooms, freezers and ice rooms must be calibrated every six months and be serviced as required. Records of the service are to be maintained for auditing purposes.

To ensure that equipment is maintained to the requirements of the Food Standards Code, a monthly equipment maintenance audit is required using the Monthly Maintenance Checklist by the manager or delegated employee.  Staff are to report any faulty equipment to the manager/supervisor.

3.3 FOOD TRANSPORT VEHICLES

Food transport vehicles should be maintained in a clean and sound condition so that food in transit does not become contaminated.

Any food transport vehicles used for the delivery of products associated with this business must comply with the FSANZ Food Safety Standard 3.2.3, Food Premises and Equipment.

In addition, the vehicle’s refrigeration unit must be serviced every six months to ensure that it will maintain <5°C and records maintained for audit purposes.

If the vehicle is non-refrigerated, the product is required to be stored in iced so that it is maintained at <5°C. Product despatch temperatures are to be maintained on the Despatch Monitoring Form. If at any time the product cannot be transported at the correct temperature, then:

· the product must be stored at <5°C until it can be transported at the correct temperature; or

· other appropriate transport arrangements should be made.

	4
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Safe food handling practices are a requirement of the FSANZ Food Standards Code, Standard 3.2.2 - Food Safety and General Requirements.  The following are examples of those practices:

4.1 SUPPLY

Food that is received by this business should only be received from approved suppliers.

All ingredients sourced by this business must come from approved suppliers. An Approval Supplier Letter is sent to each company that supplies this business to obtain information regarding business details and food safety management arrangements.

Once these details are provided they are added to the list of Approved Suppliers for this business, which is maintained in the Records Diary.

4.2 RECEIVABLES

· Food that is received should arrive in clean containers and in good condition free from evidence of contamination. Food must also be received at a correct temperature of 5°C or lower.
All foods received will be recorded on the Receivables Monitoring Form.
4.3 STORAGE

Meat and ingredients will be stored off the floor in a clean, dry area and be protected from contamination.

Food must be stored at the correct temperature:

· all refrigerated product stored at <5°C;

· all cooked hot serve products stored at >60°C;

· all frozen product stored at < -18°C;

· all dry goods at ambient temperatures in a clean tidy area.

Food storage area temperatures (eg. coolrooms, freezers, bay marine) will be monitored at least daily and the results recorded on the Temperature Monitoring Form.
Old stock will be rotated when new stock is received.

Chemicals will be stored away from food.

4.4 PROCESSING

When manufacturing Cook Fresh Food only clean and sanitised equipment will be used.  Staffs are to follow personal hygiene practices outlined in Standard 3.2.2.

Equipment will be cleaned and sanitised after every batch. 

Cook Fresh food is food that has only received a minimum heat treatment of 70°C for 2 minutes or equivalent.  Cook Fresh food cannot be refrigerated for storage but must discarded after four hours.  The business can verify its process against the following two key criteria in the Food Standards Code:

1. The process is performed according to a food safety plan that satisfies the Food Standards Code.

2. The finished product meets the microbiological limits in the Food Standards Code.

Texture modified and pureed foods are provided for residents or patients that have difficulty swallowing.  Texture modified foods can carry a greater risk of food poisoning.  The following step should be followed to ensure texture modification safely:

1. Wash hands thoroughly with soap and hot water and dry throughout before putting on clean gloves.

2. Use a separate processing area away from raw foods.

3. Use cleaned and sanitised equipment that is only used on cooked foods.

4. Thoroughly cook food to a temperature of at least 70°C for 2 minutes or equivalent.
5. Texture modify the food immediately after cooking.
6. Minimise the amount of time between texture modification and reheating/consumption.

7. Reheat modified food to a core temperature of at least 70°C for 2 minutes or equivalent within an hour of being modified.
4.5 PACKAGING

Only clean food grade packaging may be used. Packaging materials and packaging practice used for smallgoods will comply with the Australian Standard: AS 2070: 1999, Plastic Materials for Food Contact Use.  

Packaging materials are to be stored in a clean dry tidy area, free from dust, pests or other contamination.  Materials will be stored on racks above the floor so that it is easy to clean underneath them.  All packaging material must be examined for cleanliness prior to use. 

4.6 MATERIALS

If glass is used in the food handling area as a packaging material it should be used with care. Any product that is contaminated as a result of broken glass must be discarded and the entire area must be cleaned to ensure that all broken glass is collected and disposed of. A note must also be made on the Product Processing and Despatch Monitoring form stating when the contamination incident occurred, inform supervisor and then take corrective action.

4.7 FOOD DISPOSAL

Unsafe product will be disposed of properly to ensure that it is not included with food for sale.

Food may need to be disposed of because:

· of a product recall;

· the product has exceeded its shelf life; and

· the product does not comply with your food safety program.

If food is to be disposed, but cannot be discarded immediately it is to be marked clearly with ‘HOLD’ for disposal, and separated from other food.
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5.1 TESTING

Microbiological verification testing can be conducted once yearly to demonstrate that the cooking process is affective. 

5.2 CALIBRATION

As required by the FSANZ Food Standards Code, Standard 3.2.2 - Food Safety and General Requirements, all equipment used at the premises must be calibrated and maintained in working order.
Hand-held thermometers must be calibrated six monthly and recorded on the Records Diary.

Thermometer gauges on cool rooms, maturation/fermentation room, freezers and ice rooms are to be calibrated every 6 months and the calibration result recorded in the Records Diary.

5.2.1 Hand held thermometer calibration

The following steps are to be followed in calibrating thermometers:

· Thermometers are to be fully equilibrated with the ambient room temperature;  

· Fill a small-insulated container with crushed ice that has been made from potable water.  Add a little water to the container, no more than one third the quantity of ice, to start the ice melting then pour off the excess water;

· Place the thermometer probe in the centre of the container so that the point of the probe is in contact with the ice; 

· Allow the temperature reading of the thermometer to reach a steady reading (allow about 10 minutes), if the thermometer is accurate it should read 0oC.  If the temperature is more or less than 0oC. (eg. +1 or -1, etc), note the difference in the temperature reading and allow for any such difference when reading a temperature for monitoring purposes; and  

· It is recommended that thermometers with a deviation of more than 1oC should be discarded or returned to the manufacturer.  Record the results in the Records Diary including any failed and discarded thermometers.

5.2.2 Chiller / Freezer Gauges

Once the handheld thermometer is calibrated it can also be used to check the accuracy of any chiller and freezer gauges in the premise that are used for temperature monitoring.  On a six monthly basis you should leave the handheld probe/thermometer switched on in the chiller/ freezer and compare the recordings with the applicable gauge for that chiller.  Any differences in readings should also be noted in the Records Diary along with the date the comparison was undertaken.

5.2.3 Scales

Accurate scales are important in portion controlling, ensuring the right amount of additives are added during production.  Scales will be checked monthly using certified weights.  The results are to be recorded on the Records Diary.  Weights will also need to be checked annually by a NATA certified calibration laboratory or by the ACT Office of Fair Trading.  If scales also no longer meet the required tolerances they should not be used and can be inspected by the ACT Office of Fair Trading.

5.2.4 pH meter/ salinometer/ humidity meter/ water activity meter/ metal detectors

These instruments should be calibrated at least once month or as per the specified manufacturers frequency.  Calibrate these instruments according to manufacturers requirements or the equivalent Australian standard.  A NATA certified calibration laboratory maybe also used.  Record the results in the Records Diary.
5.3 TEMPERATURE MONITORING PROCEDURE

The following procedure will be undertaken to monitor temperature of food products:

1. Prior to taking the temperature, the probe is:

a. Checked to ensure it is cleaned. If not, it is cleaned with warm water and a mild detergent and dried with a clean cloth;

b. Once clean the probe is sanitised using an alcohol swab or hot water at >77°C for a minute;

c. The probe is then allowed to air dry ensuring no physical contact with other surfaces.

2. The temperature of the food is then taken by inserting into the item and allowing it to stabilise for one minute before reading the temperature;

3. After each temperature measurement the probe is cleaned and re-sanitise as above; and

4. After use, the probe is cleaned and stored in a safe and clean area.

	6
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Proper cleaning and sanitation will decrease the likelihood of food becoming contaminated and will discourage pests from the premises and vehicles.  A requirement of the FSANZ Food Standards Code, Standard 3.2.2 - Food Safety and General Requirements.
Cleaning
removes waste, dirt and grease from equipment, trolleys, premises and vehicles.



Food handling areas are to be cleaned after every use.

Sanitation
reduces the number of microorganisms. Food contact surfaces, equipment and utensils are be sanitised after every use.

The cleaning schedule for this premise is as follows:

	EQUIPMENT
	FREQUENCY

	Utensils and equipment.
	Clean and sanitise after each batch or use, if used continuously, clean and sanitise throughout the process.

Cleaning agent used & concentration: _________________________

Sanitiser used & concentration: ______________________________

Sign and date: ____________________________________________



	Floors.
	Clean daily.

Cleaning/sanitising agent used: ______________________________

Sign and date: ____________________________________________



	Toilet and hand washing facilities.
	Clean daily.

Cleaning/sanitising agent used: ______________________________

Sign and date: ____________________________________________



	Walls, fermentation/maturation room, cool rooms, freezers, ice rooms and non-food areas.
	Clean weekly.

Cleaning/sanitising agent used: ______________________________

Sign and date: ____________________________________________



	Other non-food contact equipment, fixtures and fittings.
	Clean monthly.

Cleaning/sanitising agent used: ______________________________

Sign and date: ____________________________________________




A pre-operational hygiene check of the premises is to be carried out on every production day to ensure that all surfaces are clean prior to use. This is to be recorded in the Records Diary on the Pre-Operational Hygiene Checklist.

A Chemicals Approval Sheet is required for all chemicals stored on site. All chemicals used in the processing area and hand wash stations must be approved for use with food products. Chemicals must be well labelled at all times.
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PEST CONTROL
	


Animals and pests including insects and rodents must be excluded from the premises as a requirement of FSANZ Food Standards Code, Standard 3.2.2 - Food Safety and General Requirements.

Any evidence of pests is to be recorded on the pre-operation hygiene inspection form.

Where pest control is carried out “in house”, management must identify where rodent and insect bait stations are located within the premises on a floor plan.  

Bait and insect stations are not to be placed in the processing area. Instead a perimeter border of bait stations around the building should be used.  

Record when bait stations are checked in the Records Diary.

If a pest control company treats premises this business will:

· ensure chemicals are not applied during food processing

· obtain a report from the pest control company and retain for audit.
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PERSONAL HYGIENE
	


All food handlers must comply with the health and hygiene standards under FSANZ Food Standards Code, Standard 3.2.2 - Food Safety and General Requirements.

Everyone entering the food handling area must wear clean clothing. Coverings such as aprons must not be worn outside the food handling area. Disposable coverings such as gloves must be changed and disposed of regularly, especially when changing work duties, taking breaks and when going to the toilet.

Hair must not be able to contaminate food. To achieve this, hair must be fully secured or enclosed in a hair net, clean hat or beard snood.

All people must wash their hands on each occasion they enter the processing room or whenever the hands become soiled or contaminated. Where gloves are used, they must be kept clean and intact.

Fingernails must be kept short and clean with no nail polish or false nails.

Only plain wedding band rings can be worn in the food handling area.

People with sores, boils, cuts or abrasions must not handle food unless:

· the affected area is covered with a waterproof adhesive dressing / gloves; and

· the food cannot be contaminated.

All persons must ensure they:

· do not eat over food or food handling surfaces;

· do not smoke in food handling areas; and

· do not sneeze, blow or cough over uncovered food or food contact surfaces.

Any personnel who know they have an infectious disease or skin condition should not handle food.  An infectious disease or skin condition may be transmitted to customers through handling of food products.

Any personnel suffering from a transmittable condition or symptoms of food borne disease (such as diarrhoea or vomiting) shall not engage in food handling if there is any possibility of them contaminating the products being processed/delivered.  The affected person will be placed on the organisation’s illness register and must notify there supervisor.
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PRODUCT IDENTIFICATION & TRACEABILITY
	


Product identification and traceability requirements are under FSANZ Food Standards Code, Standard 3.2.2 - Food Safety and General Requirements.  
All raw materials and finished products must be able to be traced back to the original source.  Therefore lot/batch identification is essential for product recall, to limit the amount of product recalled and to assist stock rotation.

When materials are received, they are to be recorded on the Receivables Form in the Records Diary.

Meat that is received should be accompanied with labelling information regarding the type of meat, batch identification, name and address of the supplier, storage information and testing results.  

Processing, ingredients used, production and quality assurance testing details for each batch are to be recorded on the Batch Record Sheet.  The Batch Record Sheet can also be used to track what stage of production the food is undergoing.  Records of the initial distribution for each batch can be cross-referenced to the delivery docket, invoice number and approved customer list.  Records should be kept for twelve months after the end of the expiry date.

Meals distributed by this business must also be recorded on the Despatch Form in the Records Diary.

Meals must be able to be traced for recall purposes; therefore a list of all customers and sale information is to be kept at the premises.
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FOOD RECALL
	


Unsafe product that has been distributed to other businesses and/or the consumer will need to be immediately withdrawn from sale to protect the consumer as required by FSANZ Food Standards Code, Standard 3.2.2 - Food Safety and General Requirements.

Product may need to be recalled if it is:

· contaminated with harmful micro-organisms;

· contaminated with harmful chemicals;

· contaminated with physical matter such as metal, glass or wood; or

· has been tampered with.

A recall may be required based on a customer complaint. In this instance a Customer Complaint form should be completed and can be found in the Records Diary.

In the event of a product recall, the program will be controlled by the manager or delegated employee of the business.

In the event of a product recall, the system as defined in the Food Recall Protocol prepared by Food Standards Australia New Zealand (FSANZ) will be used. A copy of this document is held with this manual.

10.1 Recall Procedure

When product is to be recalled, this business may receive advice from the Health Protection Service regarding:

· Information of a potential hazard evaluated by management;

· A decision is made whether a recall is necessary and if further tests should be performed;

· Management collates and evaluates all information immediately available and the nature and extent of the problem;

· Notification/coordination of the recall with FSANZ, Health Protection Service and other regulatory authorities;

· The recall classification is then made based on these findings (Class1 or Class 2);

· The quantity of affected stock then needs to be established as well as the location of that stock;

· If the product is on site or in company delivery vehicles, it is isolated immediately;

· The product despatch records match the product code system;

· Current list of people who will take part in any recall activities;

· Means of notifying customers, retailers, wholesalers, etc;

· Means of storing and disposing of recalled product; and

· If the product has been dispatched to customers, management is to liaise for recall from customers. Delivery records can be used for this such as Despatch Form from the Records Diary.

10.2 Classes of recall

The two classes of recalls are:

· Class 1

A situation where there is a reasonable probability that the use of or exposure to the product will cause adverse health consequence.  For example, presence of Salmonella, excessive levels of E. coli/ coagulase positive staphylococcus/ Listeria monocytogenes, toxic chemical contaminants or harmful foreign bodies.

· Class 2

A situation where use or exposure of the product is not likely to cause adverse health consequences. For example, incorrect labelling, physically undesirable product or product deterioration.

If a class 1 recall is necessary in this business, notify the ACT Health Protection Service and the media as appropriate to the circumstances, which should include the following:

· classification of the hazard;

· description of the product – product type, batch number, best before date;

· quantity of affected product;

· distribution and sales dates;

· method for consumer identification; and

· contact name and telephone number.

Then determine the necessity for storage, isolation and disposal of the product.

A record of events and actions must be written down.  For further information on how to develop, implement and follow up a recall are detailed in Food Industry Recall Protocol available from FSANZ.

10.3 List of Government Contacts

The ACT Health Protection Service should also be advised in the event of a recall on (02) 62051700.
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STAFF TRAINING
	


All staff should be trained to enable them to perform their job safely and competently. Training can be conducted internally or externally and as a requirement of FSANZ Food Standards Code, Standard 3.2.2 - Food Safety and General Requirements, all staff must be trained in:

· good personal hygiene;

· food safety;

· food processing;

· food handling and hygiene procedures; and

· cleaning and sanitation.

Good record keeping is an important part of training and should not be overlooked.  Staff training must be recorded in the Staff Training record available in the Records Diary.

11.1 Good personal hygiene practices

All staff should be given information on good personal hygiene practice and should know how to wash their hands properly.

11.2 Food handling procedures

All staff is to be given training and shown good food handling practices relevant to their job.

You must demonstrate to any new staff how they should perform their duties to ensure good food handling procedures are followed.

11.3 Cleaning and sanitation procedures

All staff must be given training on how to clean and sanitise the equipment they use. This is to include:

· correct storage and handling of chemicals;

· correct make up of the chemicals;

· procedure for cleaning; and

· correct record keeping.
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INTERNAL / EXTERNAL  AUDIT
	


12.1 INTERNAL AUDIT

An internal audit of this manual is to be conducted every 12 months as required by FSANZ Food Standards Code, Standard 3.2.1 - Food Safety Programs.

This will ensure that procedures and practices used at the business are being controlled adequately according to what is documented in this manual and in the records associated with this manual.

The internal audit checklist in the Records Diary should be completed every 6 months and any corrective actions of non-conformities are to be brought to the attention of staff in charge of recording or performing these actions.

12.2 EXTERNAL AUDIT

ACT Health Protection Service Public Health Officers will randomly audit the Food Safety Program.
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Q3. Is the step designed to eliminate or reduce the hazard to an acceptable level?
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CRITICAL CONTROL POINT (CCP)
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Q5 Will a subsequent step eliminate the hazard or reduce it to an acceptable level?
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Modify steps in the process or product.





Is control necessary at this step for safety?
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Q2. Do control measures exist for the hazard?
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Q1. Is there a hazard at this step?
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Q4. Could contamination with the hazard occur in excess of acceptable level(s) or could they increase to an acceptable level?








The use of model HAZARD ANALYSIS CRITICAL CONTROL POINT (HACCP) plans





The model HACCP plans provided in this document are intended as a guide only. The hazards and control measures identified in these plans are generic across the food industry, and are based on existing published research.





However all business owners must not assume that this document covers the full range of food safety hazards present in their particular business.  Business owners should adapt this document to suit their own products, business and market requirements, and to ensure that all relevant potential food safety hazards are identified and controlled.





The ACT Government and industry organisations involved shall not be liable for any incidental or consequential damages resulting from any loss whether due to negligence or otherwise arising from the use of or reliance on this food safety program template.


If you are unsure about the application of any aspect of this template, please seek advice from the Health Protection Service or an appropriate food safety advisor.
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