Model Documents

ONCE YOU HAVE SELECTED WHICH, IF ANY, OF THESE DOCUMENTS YOU WISH
TO USE, REMOVE THIS SECTION

» Staff training chart

» Cleaning schedule

» Maintenance plan

» Maintenance checklist

» Chemical records

» Cleaning checklist

» Pest Control checklist

» Equipment calibration log
» Pre-employment health questionnaire
» Staff sickness record

» Individual training record
» Staff hygiene rules

» Glass/hard plastic policy

» Warm transport of red meat

HACCP Plan Template

» Company and HACCP team details

» Scope and process steps

» Control point identification, monitoring and corrective action plan
» Validation check

» Verification of the HACCP plan*

» HACCP plan review checklist*

* These pages have also been included at the end of Section 2 of the diary



asimadnsued §  jusjedwod D sduell L papaau Buluiell O :NOILDIS SILON ¥O4 30D

1aysaiyay

dJODVH

3sijedads

d15132ds-qof

uodNpu|

S31ON

‘P)3Y uonisod

:2WeN jjeis

Pa12]dWwod Uaaq Sey JuaWa]a SUlUlel) JUBAS|2S DB Jeyl 91ep Ja1uJ

}eyD dulurel] 4jeis



"KIp e 0} MOJ)Y “J3S1Ues JO Q0L 4O
UOIIN|OS B puUe J31em 10y Yyum Ajysnoioyy asury

uasiues JLYLINYITD "Jua3J313p JO UOIIN|OS OQL:L B SUIUIBIUOD JDTem
"Juadi219p FLIMLINYITD 104 Yum uawdinba ai3us ayy umop adim Jo
‘(o)qeondde | ysem ysnuq 41s pue yio)d (g3y) a)qesodsip duisn 'spseoq 3uimnd
2J1aym) Jaseaidap LY LINYITD ‘(31qeondde ‘S1a0UlU ‘SN
Jo1eM 10y pue ysniq 4135 2J9YM Jaseal8ap JO UoIIN|os OO Ul }eos) 'asn Jajje INININDI
"y30)> (g3y) a)qesodsiq 'SLIQOP 1eaW AABDY SAOWIDY pue Ajieq 1IVIW MVY
S3)ON sjelaze poy3aw 3uiuea)d A>uanbaiy wid}| /eary

9|NPaydS 3uluea)d



e ] pewenimen | bmbeu] ]
9|NPaydS 3uluea)d




00T 10} Ue|d 9oUBUDIUIRIN




3SIP[29YD) 9DUBUDIUIBIA




Chemical Record

Chemical Product

Description

Precautions

Supplier

CLEANRITE Cleaner
and degreaser.

General cleaner and degreaser for
floors and walls, used for removing
heavy grime and grease from high
traffic areas (food contact surfaces
or equipment should be sanitised
using CLEANRITE sanitiser after
degreasing).

CLEANRITE
bactericidal
detergent.

General-purpose food safe
detergent for all food equipment
tools and food contact surfaces.

CLEANRITE sanitiser.

Food grade sanitiser for use as final
rinse for all food equipment tools
and food contact surfaces. Can be
used in concentrated form,
dispensed using a spray for
sanitising slicer blades and other
suitable equipment throughout

the day.

CLEANRITE
bactericidal liquid
hand soap.

Hand washing soap used in
dispensers. For total hygiene and
care of hands for food handling.

CLEANRITE toilet and
drain cleaner and
disinfectant.

A strong odourless toilet and drain
cleaner used as a concentrate.




Chemical Record




Cleaning Checklist




Pest Control Checklist




Equipment Calibration Log




Pre-Employment Health Questionnaire

YES NO
1. Have you now, or have you over the last seven days, suffered from
diarrhoea and/or vomiting?
2. At present, are you suffering from:
i) skin trouble affecting hands, arms or face?
ii) boils, styes or septic fingers?
i) discharge from eye, ear or gums/mouth?
3. Do you suffer from:
i) recurring skin or ear trouble?
ii) a recurring bowel disorder?
4. Have you ever had, or are you now known to be a carrier of, typhoid
or paratyphoid?
5. In the last 21 days have you been in contact with anyone, at home or
abroad, who may have been suffering from typhoid or paratyphoid?
Name: Position:
Signed: Date: / /

Keep completed forms on individual staff files



Staff Sickness Record

Keep this section up to date

Note that if staff have been suffering from vomiting, diarrhoea, septic skin (boils, infected cuts etc. however small)
or discharge from ear, nose or elsewhere, they must report it to the Manager. They should have been free from
symptoms for at least 48 hours, or been cleared by a doctor, before handling food (see Chapter 7 of the Meat
Industry Guide).

NAME Date off sick Illness Date returned




Individual Training Record




Staff Hygiene Rules example

Hygiene rules for food handling staff (where necessary translate into other languages/read through them
with new staff)

1.

S e

~

10.

1.

12.
13.
14.

15.
16.

Clean overalls and hats must be worn each day when handling raw meat. Waterproof boots must be washed
in the boot wash on entering and leaving the slaughter hall.

Overalls and hats must not be worn outside the premises, except when involved with delivery.
Watches or jewellery (except a plain band wedding ring/small sleeper earrings) must not be worn.
Strong perfume or aftershave must not be worn.

Hair and fingernails must be kept clean. Nail varnish must not be worn.

Food and drink must not be consumed in meat handling areas and may only be consumed in areas where it
will not cause contamination to any of the products.

Smoking is not permitted except in a designated area.

Hands must be washed thoroughly with soap and water:

» before starting work

» after breaks

» after visiting the toilet and on return to the workplace

» after touching hide/fleece, and before handling the carcase
» after dealing with any gut/stomach spillage, or removal of faecal contamination on the carcase
» after coughing into the hand or using a handkerchief

» after eating, drinking or smoking

» after touching face or hair

» after carrying out any cleaning

» after removing waste or rubbish.

Slaughter staff must not allow a build up of blood/meat debris on hands and finger nails. Wash hands and
arms regularly throughout the slaughter and dressing process.

Staff must not blow their nose, or cough or sneeze over exposed meat.

Staff must inform the supervisor/manager if they are suffering from vomiting, diarrhoea, other stomach
upsets, skin complaints or cuts. Cuts must be covered by coloured waterproof dressings.

Protect meat from contamination at all times. Handle meat as little as possible.
Staff must ensure that raw food does not come into contact with cooked/ready to eat food.

Staff must not use the same equipment or working surfaces for raw and cooked ready to eat foods without
thoroughly cleaning and disinfecting them first.

Containers for meat must be kept off the floor.

Other company hygiene procedures (e.g. on glass breakage) must be followed.

I confirm that | have read and understood the company’s hygiene rules

Name: Signed: Date: / /

Keep completed forms on individual staff files




Glass/Plastic Breakage Policy Example

To avoid contaminating food with glass or hard plastic materials other than ordinary glass, porcelain and
enamelware (e.g. stainless steel, toughened plastic) are used wherever possible in areas where food is handled.
(This includes containers, mirrors and gauge covers). All fluorescent tubes are fitted with diffusers or safety
coated light strips.

In the event of a breakage the following procedure is to be followed:
1. Notify a responsible person (e.g. supervisor/manager/owner).
2. Stop food production where contamination of the product is possible until restarted by a responsible person.

3. Examine all products near the breakage and, if contaminated (or reasonably likely to have been contaminated)
discard the product.

4. Carefully sweep up the glass/other fragments into a dustpan and transfer to a suitable container
(e.g. a cardboard box to be marked ‘Broken Glass — Take Care)).

5. Wipe all areas (including equipment and floor) in the vicinity of the breakage with a clean wet cloth.

6. The responsible person (supervisor/manager/owner) must inspect the whole area carefully and declare it
clear before production resumes.

7. Record all breakage incidents in the daily diary, including date, time, place, and actions taken and which,
if any, products were contaminated.

Approved by:
Name: Position:

Signed: Date: / /




Warm Transport of Red Meat

The name and address of each establishment to be supplied and the intended end product(s) must be listed so
that the OV can authorise each one listed (and any additions) in writing, having regard to normal travelling time

being 2 hours or less.

Company
Name

Intended
products

Delivery address

*kms/
miles

Normal
travel
time

ov
signature/date
if authorised

* Write down the distance the meat is to be transported in kilometres or miles
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