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Part 4 Records to keep

By now you should have all the sections which apply to the activities in your
business, together with the support programs.

It is very important to keep your records safe to prove that you are complying with
the law. You may need to show them to the Environmental Health Officer from your
local Council, so you need to keep them on the premises. You might need to show
them to a court. Should a food safety problem occur in your business, records are
the only way to demonstrate that you did everything that you should have done.

You’ll need to keep the records for at least two years.

The shaded box at the end of each Hazard section identifies the records you will
need to keep for each activity.

What do | need to do?

This part of the book contains example forms you may photocopy and use to record
information you must keep to make sure the food you produce is safe. Don’t use the
original example forms. Instead, photocopy them so that you have them when you
need them. Some of the records may need to be photocopied often, because you
will use up the forms quickly.

Keep all these pages together with your Food Safety Program.

Remove all the hazard modules you have not selected and place these in the section
named ‘Unused Sections’ at the back of this folder. (Don’t throw them away, because
you may need them later).

Each of the records has an example on the first line to show you how to use the form.

Record checklist

If you need to keep this record Copy this section On page no
Approved food suppliers list Record 1 70
Goods receiving form Record 2 74
Storage units temperature log Record 3 78
Ready to eat food on display log Record 4 82
Equipment calibration log Record 5 86

Internal review — process temperature log Record 6 90
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Record 1
Approved food suppliers list

An approved supplier is a business or individual approved by you that supplies food
to you and that you are confident has food safety procedures which are adequate.
You should ask them for:

+ Theirlocal Council food business registration number, or if the business is a butcher,
meat or seafood business their Primesafe (formerly the Victorian Meat Authority)
number or if the business is a dairy, the Dairy Food Safety Victoria number.

« If the business is outside Victoria or if you don’t know their registration number, write
down their ABN.

Write the details of where you get your products and ingredients in this record.
You will need to write down:

+ What the food is.

» Where orwho it comes from.

+ Address and phone number of this supplier.

+ Date you started using the supplier on a regular basis.

Write this in the record whether someone delivers the food to your businesses or you
purchase the food yourself from a shop or market. The list is kept so that if there is

a problem or a recall with one of the foods you use, you can quickly find out where
you got it.

You should complete these details as soon as you get a product and update it as you
use a new supplier or stop using one on this list.

PHOTOCOPY THE EXAMPLE FORM OVER THE PAGE.
DO NOT WRITE ON THE EXAMPLE FORM.

If you wish to develop your own record format you must include each of the dot
points listed above. Your record form must be in English, easy to read, in a table or
grid format, and printed in black or blue ink on at least A4 sized paper. Any alternate
record you create must be acceptable to your Local Council.
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Record 1 Approved food suppliers list

Photocopy this page before use

Foods
(for example,
canned fruit,
meat)

Details of supplier
(Name, address, phone)

Food business registration
number (if in Victoria).
Other registration number
/quality system

(outside Victoria) or ABN

Date approved
as your supplier

Salamis

Giovanni’s Smallgoods P/L
7 Sausage St, Hamburg, 2345 6789

abc 123

January 14, 2001
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Salamis Giovanni’s Smallgoods P/L

7 Sausage St, Hamburg, 2345 6789 abc 123 January 14, 2001
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Record 2
Goods receiving form

For a new supplier check and record the temperature of all deliveries of High Risk
Foods using a thermometer, until you are confident the supplier is delivering
correctly. If the cold food is always 5°C or colder and the hot food is always 60°C
or hotter, then check as though the supplier is an existing supplier (see below)

For all existing suppliers of High Risk Foods check and record at least 1in every 5
deliveries with a thermometer. You need to check a sample of items within this 1
delivery.

+ Write down the time and date of the delivery.

* Who is the supplier?

» What is the food?

 Write down the temperature.

» Write down ‘best before’ or ‘use-by’ date.

+ Did you accept the delivery, or reject it?

» Write down any comments or corrective actions.

Of course, not every food needs to have the temperature checked. Some, like dry
goods and fruit and vegetables can be delivered at room temperature.

High Risk Foods should be delivered at 5°C or colder, unless you can be confident
that the food has been in the Temperature Danger Zone of between 5°C and 60°C
for less than two (2) hours.

If a food’s packaging is damaged and you think it has affected the food’s safety and
suitability, you should reject the delivery.

Frozen foods should always be delivered frozen hard.

PHOTOCOPY THE EXAMPLE FORM OVER THE PAGE.
DO NOT WRITE ON THE EXAMPLE FORM.

If you wish to develop your own record format you must include each of the dot
points listed above. Your record form must be in English, easy to read, in a table or
grid format, and printed in black or blue ink on at least A4 sized paper. Any alternate
record you create must be acceptable to your Local Council.
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Record 3
Storage units temperature log

Place a copy of this record near where you have hot or cold food stored or
displayed.

You should check and record the temperature of your food storage units at least
twice every day. Of course, if your business does not operate some days (for
example, weekends) you are not expected to record those days. Just write ‘N/A’
(Not Applicable). If you do not keep this record, you have no way of knowing
whether your storage units are keeping the correct temperature.

Things to note are:
+ The inside temperature of your refrigerator or coolroom should be 5°C or colder.
+ The temperature of your freezer should be -15°C or colder (or the food frozen hard).
+ If food is between 5°C and 60°C for more than 4 hours you must throw away the food.

 Throw away ready to eat food where there has been the possibility of cross
contamination.

» Document any corrective actions taken on the record form.

You may also use this record to write down the temperature of food display units,
like refrigerated displays, bain maries and pie warmers. For food safety, food needs
to be maintained at the correct temperature; for cold food this is 5°C or colder, for
hot foods, this is 60°C or hotter.

Sometimes the temperature of hot food may fall below 60°C for short periods. If this
happens you must throw the food out after cumulative total time of four hours.

You will need to write down any corrective actions you take on the record form.

PHOTOCOPY THE EXAMPLE FORM OVER THE PAGE.
DO NOT WRITE ON THE EXAMPLE FORM.

If you wish to develop your own record format you must include each of the dot
points listed above. Your record form must be in English, easy to read, in a table or
grid format, and printed in black or blue ink on at least A4 sized paper. Any alternate
record you create must be acceptable to your Local Council.



spEiivu AR R A AMIEUIMUINNGASGTEUMIMG Sindinguinw Gnenginag 1.1) 79

RRANTEM
inwmininfcsSRagmnuingrgumm
1 v

wugnaaninfannssistfjmisiiiaagRggn nﬁ'ﬁnummtmtm yfpmAY

iﬂj’lﬁﬁﬁﬁﬁﬁmﬁmﬂj ﬁ.ﬂ[ﬁﬁﬁﬁ fljﬁﬂﬂﬁ'm‘tmﬁﬁjﬁﬁﬁmtﬂ’lﬁﬁﬁjﬂmﬁﬁﬁ Bﬁsmﬁmmnmmnss

u
\

i miiji‘]ﬂﬂﬁﬁﬂ mLmﬁuﬂmﬁi LﬁﬁjSIﬁmﬁiﬁmUﬁiim1ﬁﬁﬁﬁSiﬁﬁNiSTmﬁ? 1§ (Zﬁﬁﬂmﬂ iﬁﬁliﬁ
ﬁjiﬁgiﬂ) iﬂj’lﬁﬁﬁiﬂ'SmSﬁjﬁjiﬂ'ﬁﬁﬁjﬁﬁqJS”‘mg‘&miSLi‘ﬁﬁj“l ﬁgﬁLﬁ1SiﬁmiiﬁJiﬁ1ﬁ ‘N/A (iﬂ'SHSlfﬁ)

n
o

GIM: [EaSITINARATSIANGANAANTISIS INNARASIASTEAMIGIATHMG T 1Hwi
AREURUNTIT AN AHRNISATAANAINHB]HTI ]t
f} i{l/’l (=1 1w
HHUHIRRINTISEA:
AIRANAINSMANGIGARR TUSH{ANMATTANNARAEITA 5°C UjmAMiNSs
L) C? Y “ A [=3 <
AANAINI A SARTTAITANARARTA -15°C UIRMATIHIS: (UEUMUNIGITARRTH)
i
[PAISITEUMINISTANGISI: 5°C 51t 60°C mssm:mmiLﬁsmiﬁmﬁ'ﬁn INARATATATNEIBINYY
Vi 1 Vi
MU
[AHMEIB UEEINIMIMTENDSIUSIoEAaNGTTMA MUMMMSMNTEUNGIARITINAGH
i
AT REMNIRREIAMBWIHUNSI 1STHIUMATnmaRanTis:
INARRRMNBITNAAN TS T THE]ARGATAMMNEUINUNISIRIGIMRUINMEDT §IGARARL
r=3 1 1 wm i[l/\ .:f Y wm VU Y
UINM BENSAHTEUMUMINE AT S{ENSATNSHI 1HY] §jyumMIm saiamMn{aan§ayu
wnm o~ Z\ . f: , ! (é] , 1 3 1 ({J/]
MUNIISTRIARAMNABHT - GIMegumnuMIanALs:A 5°C yipmamuisst Gimegumumni
N g 9 = 9
INis:A 60°C yifThiise
INURAIANRINGUIAT MOMASTIIY 60°C AUHENINMEY [PAISITMIIS ARG INAEA[HITA
~ 1w t}!/'l n ~ c’ e/| ~ (=3
INIBUYTNIMNG: UOTHINUIHIASUISBITMES GIwH
i

2

INAHASAHT TG U REMINIRAE MBI ARRRSTE ISTRIMATNmanaI
=3 1 ~b u =3 1N ~
FavERMAHINMaNNINNSTERIMIMNW Y RIS TInmanninfis:

LUﬁjSIUmﬂﬁHﬁLmﬁmiilmﬁﬁﬁjﬂmSi]ﬁfmiimm%im‘mﬁﬁ 1812 imwﬁﬁﬁ[gfmmﬁmmsmnnﬁnﬁ
SyfiugeRHiniis: mﬁJﬁmmi]ﬁfmiiﬁﬁjiﬂﬂﬁﬁﬁ@ﬁmm(ﬁi‘]mmﬁjmii]iﬁﬁj mems

MAAMSMNG UGN HNWIiiaRINANIT unalejiisibjinaiiunssiminaoigs A4
aﬁfmsgwﬁ'ji?jmmwjﬁfﬁm;mwﬁgﬁmﬁﬁ [PRMS S gUMILLNERANANFHTTIATS AT IANARA



Food Safety Program Template for Food Service and Retail Businesses (edition 1.1)

80

(ua>je3 uonoe pue d3ep) suode BAI}III0D

e/N e/N ot weoge’ | QoG weoe's o1%4 weQ|'tL1 067 | Wepzol ot Wweog ol QoG weoo'tHt a3puy 819
wd/we wd/we wd/we wd/we wd/we wd/we wd/we

dwa) awi) dwaj awi) dwa) awi] dwa) awi] dwa) awi) dwa) awi] dwa] awil Hun
Aepung Aepunjeg Aepri4 Aepsiny) Kepsaupam Aepsany Aepuopy

191304 10 9,09 89 PINOYS SHUN SUIP|OY JOH - / Suipels >joam ayy Jo4

18p|0210 0, 84 p|noys syun Suipjoy pjog -

pJBY USZO0J} IO OG- 89 PINOYS SI9Z99l »

:ainjesadwal 1024100

‘Rep e 991M] 1SED | 3B SHUN ||e Jo ainjetadwa) ay} Xosy9

Suoim ale sainjesadwal JI UOIIOR DAI}DBII0D B¥e] "XOq a3 Ul ainjesadwa) ay} pue awil ayl pJodsy

asn alojaq a3ed siy1 Adooojoyd

80| aunjesadwa} syun a8e401S € p10oay




81

(lrsusnmumuiuBunng sdy) sluuguiug

g 1.1)

[

5

0

F:

miimummnnmg fguImINI SinBiaguANt (meny

N

b

5

UTUUUSAYIG AT A

|
J

e/N e/N ot WeQe'LL WeQe 6 ol weQL Ll O8R4 weQg ok WeQe ol WEeQO' Lt a3pl4 319
aufu/udl aufu/ugl aufu/udl aufiy/ugl aufu/udl auiu/ul aufy/ul
n 1
uutiolagy uay | ulwlolgy uLes truligy may | uwlolg ues | uwtlp uLa el trulsgy et nununAuRt
fugue By Jlb ylhvindl uls nlin 8

2oL
sstnunLil 0,09 uwwlubgsialbrdilituniniuinim -

ssutnyLndla 0,5 welfvbpsialprdyudiunin

b
dauLfm -

nuufl 0.6T- ueifvbwsialbrluusiyia «

ladlucelulio
[} o-u —%« mu ~ wn -ﬁ N
Lieul upewuaymmsnle tunalutoumusadlistuululiynauey

/7 slwaiientvguy

1
tladlsauutiulnispd] luusuiuundug Lordlulisiuetiubpug wasshyy

dlingsh ssutusumuanua

—\MV .—.u P w !
?55&55@ﬂgcrcgu@nwmwﬁd?agﬁw watLun




82 Food Safety Program Template for Food Service and Retail Businesses (edition 1.1)

Record 4
Ready to eat food on display log

This record is to be used if you display High Risk Food outside temperature control,
in the Temperature Danger Zone (between 5°-60°C). The food poisoning bacteria in
High Risk Food multiply best in the Temperature Danger Zone of between 5°C and 60°C.

Use this record to make sure that High Risk Food kept in the Temperature Danger
Zone of between 5°C and 60°C is not on display for more than four (4) hours.
You should record:

* Date.
* Type of food or dish.

+ Time that food was removed from temperature control (for example, when it was
removed from the fridge).

+ Time the food was returned to temperature control (for example, when food is
prepared and returned to the fridge).

+ Time the food is to be thrown away.

If High Risk Food is in the Temperature Danger Zone for longer than two (2) hours but
less than four (4) hours it must be used immediately, but if food is in the
Temperature Danger Zone for more than four (4) hours the food must be thrown out.
The time that food is out of temperature control must be added together. For example,
if the food on display is sandwiches, and they took 20 minutes to prepare, you must
include that 20 minutes in the 2 hours you have before they can be returned to the
fridge, or the 4 hours after which you must throw them away.

This record helps you know when you need to use the food by or throw it out.
Write down any corrective actions taken on the record form.

PHOTOCOPY THE EXAMPLE FORM OVER THE PAGE.
DO NOT WRITE ON THE EXAMPLE FORM.

If you wish to develop your own record format you must include each of the dot
points listed above. Your record form must be in English, easy to read, in a table or
grid format, and printed in black or blue ink on at least A4 sized paper. Any alternate
record you create must be acceptable to your Local Council.
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Record 4 Ready to eat food on display log
Cold High Risk ready to eat food should be held at 5°C or colder
Hot High Risk ready to eat food should be held at 60°C or hotter.

High Risk ready to eat food may be held outside of these temperatures for up to a
cumulative total of four hours. If, for example it takes 1 hour to prepare a product
outside of refrigeration, it can only be on display for a further 3 hours.

You need to keep records of how long high risk foods are displayed in the
Temperature Danger Zone of between 5°C and 60°C. You should record:

« Date.
* Type of food or dish.

+ Time that food was removed from temperature control (for example, when it was
removed from the fridge).

« Time the food was returned to temperature control (for example, when food is
prepared and returned to the fridge).

 Time the food is to be thrown away.
Photocopy this page before use

Date Type of Ready to Eat food Time in Time out Time food used
For example: sandwiches, quiche, Temperature Temperature or discarded
platters, prepared salads, or foods including Danger Zone Danger Zone after 4 hours
meat, seafood, poultry, eggs and dairy products (cumulative time)

15/01 Coleslaw salad (prep) 10.40am 11.40am

15/01 Coleslaw salad 12.00pm 3.00pm 3.01pm
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Record 5
Equipment calibration log

You can use this record to make sure that the equipment and temperature
measuring devices (thermometers) you use are accurate enough to ensure safe
food. You should do this at least twice each year.

You may need to plan ahead to maintain and replace equipment from time to time.
Often, having a maintenance plan can save you money in the long term. You must
replace or repair food equipment if you find a defect.

You must make sure flat batteries are replaced, thermometers are fixed or replaced
if they break and that each is maintained to an accuracy of at least +1°C (+1°C
means plus or minus one [1] degree Celsius).

An external contractor, the manufacturer or distributor will be able to calibrate this
equipment at least once each year. Write down the test results on the record form.

The following needs to be recorded:
* The piece of equipment.

+ The name of the contractor that is calibrating the equipment.
(Write ‘Self if you are doing this).

» The date.
» Whether the equipment passes or fails the calibration testing.
» Any corrective action taken.

You can calibrate some types of thermometers yourself. Page 57 describes how you
can do this. You should always follow the manufacturer’s instructions.

PHOTOCOPY THE EXAMPLE FORM OVER THE PAGE.
DO NOT WRITE ON THE EXAMPLE FORM.

If you wish to develop your own record format you must include each of the dot
points listed above. Your record form must be in English, easy to read, in a table or
grid format, and printed in black or blue ink on at least A4 sized paper. Any alternate
record you create must be acceptable to your Local Council.



spEiivvu AR RAAMIBUIMUNINNGASGTEUMING Sindinguinw Gnenginag 1.1) 87

nfiaNisa
inwmininfgsfingniglagin

INAAMGITARANTIS SR MALGmSEApIinaElavim Staiaiaagmn (pinbaghdaaan)
THMNARRTTIS[RUHTATTS tEBijﬁmsmﬁﬁ;iﬁmn%timmm INNARAGITATEAG IS )M ST
N E
<
INARAITNUMGIMBGUGAINaMIGANYS 1lejisnios) wiwinagiigaaluvimn Minuyw sinuy
1 9 o 2 ¥ ¥
mAm AMINSAINEMIENTEE NGEMNATAGIANMMARH DN INARAEITRINAYINGA UHal
1 v
HUAJAUTREEUMUN [pASITINARRTINNG T
2 ﬂi?/'l 3 2
tmmgﬁ[gi[,mﬁﬁﬁJmSﬁijmmsmﬁg:ﬁgw UHAGAANGINA Nt aaRMAN [FASITNYE Wi
ipjsuwIaIm st e) sdujenAuHIuinImMEAMas $1°C (21°C mss”mmyﬁ giAmo i)
HABTMENISTMuATASN HANMDE uHRiohiBagumIMI SinoinanaiElavinis: guswindsamas
k=3 o E=3 “a (5/1 =3 i
ot HENUMNT anaigugRuisMIGIaa iSTGmMATmmanan
[pinAGgIABRANHITBISS:
sianaisijAjuuin
mmznﬁiﬁﬁnﬁﬁtﬂmﬁmﬁﬁmst fﬁmmﬁLﬁﬁmmLﬁjnﬁ?mﬂ (ratiotg: 'Self') PAISITINNARATEMIISS
~ & 53 a2 1 o o
HNWSINNALA) 1
s
MTTIHS
LN
BUAAETIMGG AR ARAAAETIN
AREMNTARTEI AMYTH AN AHAMSHSTR
~b oS =3 1
INARRNGINARADAIAGSNG R AaAMNg NWeSINARAT §11§ 57 1juntimiiinuuiim
u
INARAMBIEAISMS T INARAAITATTISTMEM AN U AAR GANET 1

sasgIMAEINmENNIANISISH ML gufaniunsigimainmasuiniis:
;

[PASITIANARAMN TR SIAANTTNWESINARA 191 IANARAEITRNAUMUSIEANEEESYw T
=3 =3 n a Z; < < ? 2 1 1 uq
BeR s MAJTIINMAANITEATANARAREMITIGHMMANIAa [uns hanmsmni gjagin
1 ~ 3 o ~ u a =
ijiGnginaiigt unafiefiistiiibimea fiumsiwindoinm Ad1 DRI AR AR
4
pHRmS s UMILHNENANANRHIEIATS I ATIANARA



Food Safety Program Template for Food Service and Retail Businesses (edition 1.1)

paoe|daJ sallaneg |1e4 10/01/2! SN ¥ Slterpwouliay | Jajowoulsay] agoid
(Aue y) (198y> umo Suiop i J|9S, SIIM)
uaje} suol}oe aA1}99.110) |lej 10 ssed 92IAIBS JO 91eq 10}9e41u0d uolje.qijes Jo aweN juawdinba jo 92914

asn alojaq a3ed siy1 Adooojoyd

80| uoneuqieos uswdinby G p10oay




89

g1

fi

ARINYUINUNIRNTATTHZUINIMI SHndirguanm (g

]

5

0
P

o

0
4

Ul
1

UUgAYia

ity

WP

()

mbuendufiyu ULl 10/01/21 SN ¥ SJejewWowIay | uLefulinivawndlssn
U1 B “ 1
(stamspudl) Brsusin (vBuLsemunmgiuonswdl J19s, shini)
n 1~ ok od 1 ”n 3 b4 P 8
mmmALreluuyaiuy ULl gy iy Usrefyaudlysiruniyiaiuliing urnn[Whswuug

dlingsh ssutusumuanun WrnuUlwiBudl:byuyurumer asiuvun




90 Food Safety Program Template for Food Service and Retail Businesses (edition 1.1)

Record 6
Process temperature log

You can use this record as a tool to make sure that processes you use to make food
in your business meet the times and temperatures in your Food Safety Program.

There is no need to fill this record in every day. Instead, choose one day each month
where you can follow at least two items you are preparing that day, to make sure you
are doing what your Food Safety Program says you are going to do.

You should choose items which reflect typical menu/food items in your business,
then check the time and temperature of each process involved in the production
from start to finish. Choose different High Risk items over a full year. The Food
Safety Supervisor will then check the progress of those items selected through
each process in your business as shown in your Food Safety Program. If one of the
menu/food items chosen fails to meet the time and/or temperature requirements,
then the processes should be checked and re-recorded the next time the item
chosen is made.

This record will help you identify where problems may be occurring and where staff
may need to be trained about temperatures and handling procedures.

In the example Process Temperature Log provided, two menu/food items are used -
roast beef and meat sauce. With each of these menu items the log records the
process as the food changes from raw ingredients to ready to serve. At each step
along the way write down the name of the process, the start time and start
temperature. At the end of the process, write down the end time and end
temperature.

Your Process Temperature Log should focus on High Risk Food components of the
dish such as meat, dairy products, seafood, eggs, smallgoods or any foods that
contain these components. It is these foods that need to be monitored carefully.

In the example sheet, the name of all the processes being checked are written
down. In the meat sauce example, the first process is ‘Preparation’. The moment
you start preparing the ingredients for the sauce, you should write the time and the
temperature in the Log. In this instance, the start of the preparation process is when
you remove the vegetables and the meat from their storage areas. The temperature
of the meat is recorded, because it is the High Risk component.

Preparation is a process that occurs at any stage, which includes handling the food.
In this example, preparation prior to cooking is monitored. When you have finished
preparation, and are about to move onto the next stage - in the example sheet, this
next stage is ‘Cooking’ — you should again write down the time and temperature.

When you have finished the cooking process, write down the end time and end
temperature of the meat sauce.

When the meat sauce is removed from heat for cooling, write down the temperature
and time when the cooling process starts. Follow the rule in the ‘Section 6 Cooling’
in your Food Safety Program and ensure that the cooling process is adequate by
checking the temperature. Write down that temperature and time in the Process
Temperature Log.
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In this example the Food Safety Supervisor recorded the temperature twice and
noted that cooling could be less dangerous if the sauce is cooled in a shallow tray.

The Process Temperature Log example shows the meat sauce was then reheated on
a different day. Again, the time and temperature is written down at the start and end
of this process.

The Process Temperature Log is an important record. Without it you would need to
use individual records for each process stage.

PHOTOCOPY THE EXAMPLE FORM OVER THE PAGE.
DO NOT WRITE ON THE EXAMPLE FORM.

If you wish to develop your own record format you must include all information from
the form on page 96. Your record form must be in English, easy to read, in a table or
grid format, and printed in black or blue ink on at least A4 sized paper. Any alternate
record you create must be acceptable to your Local Council.
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Bacteria

Food borne illness

Calibration

Clean

Cleaning schedule

Contaminant

Contamination
Cool

Corrective action
Cross contamination
Customer

complaint record

Delivery

Detergent

Dry goods

Dry storage

Equipment
Equipment and
maintenance program
Food grade

Food Handling

Food handling
skills

Appendix 1
Glossary of common food terms

Commonly known as germs. Microorganisms are found in and on food, people, surfaces, untreated
water, dirt, soil, plants, animals and pests.

lliness caused though eating contaminated food. Such as chemical contamination or virus, food
poisoning bacteria etc.

To ensure the accuracy of the readings of a measuring instrument are consistent with a known
standard (for example, a thermometer). See ‘Support Program Maintenance and Equipment’.

The action of making equipment, utensils, crockery, etcetera in a condition free from visible matter.
To be clean - free from visible matter, such as food waste, dirt and grease, and free from
objectionable odour.

A ‘to-do-list’ of the cleaning activities that are required throughout the premises and equipment:
how often cleaning is to be done, how this cleaning is carried out (for example: chemicals and
equipment required) and recording the completion of these cleaning activities. If your business
transports food your cleaning schedule must also include a cleaning schedule for the transport
containers or vehicles.

The introduction or occurrence of either a biological, chemical or physical matter that may lead to a
food safety risk. (e.g. physical matter, such as glass in food )

The introduction or occurrence of a contaminant in food.
To lower the temperature.

The steps to be taken by your staff where a breach of a control measure occurs.
(i.e. if the hazard is not controlled)

Contamination from one food, surface or utensil to another e.g. juices of raw chicken onto a knife
which is then used to chop lettuce for salad.

A record of customer complaints about food safety and action taken subsequent to
that complaint.

The receipt of goods from a supplier at which time the proprietor then takes responsibility for the food.

Chemical used to assist the removal of grease and dirt from utensils or equipment. Detergents do
not kill bacteria. Detergents work best in clean hot water.

Food ingredients that can be stored at room temperature (not chilled or frozen) without being a risk
to food safety e.g. flour, sugar, rice, jars and bottles of sauce, canned fruit and raw vegetables.

Storing dry goods at room temperature.

A machine, instrument, apparatus, utensil or appliance (other than a single-use item) used in
connection with food handling. Includes any equipment used to clean a food premises or equipment.

A record of work completed in the upkeep of equipment including repairs, disposal and
replacement of equipment.

Container, covering or wrap that will not contaminate food products especially by leaching
chemicals into the food.

The making, manufacturing, producing, collecting, extracting, processing, storing, transporting,
delivering, preparing, treating, preserving, packing, cooking, thawing, serving or displaying of food.

A program that covers food handling, hygiene of personnel, cleaning of the equipment and
monitoring of these practices to ensure the safe production of food.
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Food poisoning

Food recall

Food safety supervisor

Freeze

Frozen products

Frozen storage
Garnish

Hazard

High Risk Food

Hold
Hot-hold

Microbial organisms

Microwave

Mix
Monitoring
procedures
Ordering
Peel

Pest Control
Pests

Pest controller

Potential hazard

Food Safety Program Template for Food Service and Retail Businesses (edition 1.1)

When an individual is sick from eating food which has been contaminated by either:

» Biological Contamination: of a food with food poisoning bacteria or where the food has been

badly handled which has caused the numbers of the bacteria to grow to large numbers.

* Physical Contamination: things found in food that should not be present such as stones, wound

strips, hair, glass, insects, wood etc.

+ Chemical Contamination: where cleaning agents, detergents or fly sprays come in contact with

the food.

An action taken to remove from sale, distribution and consumption of foods that pose a safety
hazard to consumers including its retrieval and disposal.

Person(s) within your business who is responsible for looking after food safety. The food safety
supervisor knows how to recognise, prevent and alleviate the potential hazards associated with
handling of food. They must have met the appropriate food safety competency standards for their
type of premises and have the ability and authority (of the proprietor) to supervise other people
handling food, ensuring it is done safely.

Preserve food by making solid by refrigerating below freezing point or using blast freeze equipment.

Foods made solid by refrigeration below freezing. Food must not be partially thawed and are to be
frozen solid.

Controlled storage conditions that will maintain frozen products until it is required for use.
To decorate or embellish food. For example: addition of parsley to the top of lasagne.

A biological, chemical or physical agent in, or a condition of, food that has the potential to cause
an adverse health effect in humans.

Foods which include meat, seafood, poultry, eggs, dairy, products, smallgoods, cooked rice or any
food product that contains these foods (for example, sandwiches, quiche and prepared salads).

Keep or reserve; keep in a specified condition.
Keep food at, or above, 60°Celsius. Using appropriate equipment such as hot lamps, bain-marie.

Any living organism that can survive as a single cell. This includes bacteria, viruses, yeasts
and moulds.

To microwave: to cook or heat in a microwave oven. A microwave: an oven which uses high
frequency electromagnetic waves to cook or heat food.

To combine two or more substances.

A method to be followed by staff to check and record a food handling activity.

A direction orinstruction to buy, sell or supply food.

To remove the outer covering of a foodstuff (e.g. fruit, vegetable, prawn)

The elimination of pests from a food premises and the prevention of pests entering the premises.
Birds, rodents, insects.

A service provided by specialists to businesses for pests elimination methods such as bait boxes
and other pesticides suitable for use in a food premises.

Something that could make food unsafe, but has not yet done so.
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Potentially
hazardous food

Process

Processed fruit
and vegetables

Raw materials

Ready-to-eat food

Refrigerated storage

Reheat

Sanitise

Self-service

Standard

operating procedure

Stock rotation

Food supplier

Temperature control

Thawing

Transport

Thermometer

Wash

Food that as to be kept at certain temperatures to minimise the growth of any pathogenic
micro-organisms that may be present in the food, or to prevent the formation of toxins in the food.
This food must be handled hygienically and correctly to limit the risk of food poisoning.

In relation to food: any activity that involves preparation of food for sale.

Fruit and vegetables that have been altered from their original state.

Food before it is changed or processed.

Food that is ordinarily consumed in the same state as which it is sold and that does not include
nuts in the shell and whole, raw fruits or vegetables that are intended for hulling, peeling or washing
by the consumer.

The storage of potentially hazardous food at a temperature between 0°C and 5°C.

The heating of food that has already been cooked and cooled, heated to a temperature that will kill
microbial organisms that may be growing in that food. Food to be reheated only once.

To apply heat or chemicals, or a combination of heat and chemicals so that the number of
microorganisms on a surface is reduced.

A process where customers serve themselves.

Established method for staff to follow which ensures food and food processes remain safe.

Storage of food so that the most recent stock is placed behind existing stock. This good practice
ensures oldest stock will be used first and food is used before it passes its best before date.

A person or company who provides food ingredients, prepared foods or ready to eat foods to your
business, which can clearly demonstrate good food management practices and procedures.

The methods used by a business to maintain the temperature of food at less than 5°C for chilled
foods and hot foods higher than 60°C.

Using the appropriate thawing procedure. Removing food(s) from frozen storage (-15°C) and
brought to a chilled state (0 to 5 °C ) prior to preparation, cooking, etc.

Take or carry goods from one place to another.

An instrument used to measure the temperature, such as a probe thermometer.
(See Program 5, p59)

Cleanse with liquid, especially detergent and water.
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