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Renewed Hope Mission & Vision

Renewed Hope Trust, known as Renewed Hope, is a registered charity (Charity Commission registered charity number 1161502).

About Renewed Hope

Renewed Hope is a local charity based in Redhill providing practical solutions and emotional support to the homeless, vulnerable and isolated of East Surrey.

We do this by running different projects including a daytime Drop-In held at Shrewsbury Chapel in Redhill. It is a place where everyone is welcome and can come in to have a chat and a free lunchtime meal. 

The East Surrey Winter Night Shelter are projects which are run off-site in church buildings not managed by Renewed Hope.





Everyone is welcome.
Mutual respect is paramount for Drop-in and all who frequent it.





A. INTRODUCTION

The standard of food safety and the quality of food served to our guests is of the utmost importance and is in keeping with our mission. 

[bookmark: _Int_pR4nDujs]Between 15 and 20 meals and snacks are prepared and served every day, at Shrewsbury Chapel for the guests of Renewed Hope; these are prepared, cooked and served by our team of volunteers. This places a responsibility on all the volunteers and RH team members, to provide safe, tasty and nutritious food, utilizing donated and purchased food.  Food provision at RH will take into account current government guidance and will be mindful that the service is delivered by volunteers. This manual is designed to help everyone manage the risks as effectively as possible.  

Renewed Hope activities may also occur at multiple venues, for example host churches of the Winter Night Shelter. This Handbook covers only the processes and procedures at Shrewsbury Chapel.

B. DEFINITIONS

Critical Step
Is the step in the food operation, from the selection of ingredients and suppliers, through to the service of food to the guest (or consumer), for example, purchase, storage, preparation are all critical steps in the food operation.

Possible Hazard
Is anything that may cause harm to the guest.  There are three main hazards that may arise with food served in any food premises.  These are contamination of food by:
· Biological or any other micro-organism that cause food poisoning (e.g. Salmonella)
· Physical (e.g. String, metal staples, plastic, glass splinters in the product)
· Chemical (e.g. cleaning chemicals or pest bait in the product)

Measures to Be Taken to Avoid the Hazard
These are the actions and measures to be taken to avoid the possible hazards described.

Critical Control Point (CCP)
Is a point, step or procedure at which control can be applied and a food safety hazard can be prevented, eliminated or reduced to acceptable levels.  The controls should be as precise as possible, and a target set for every critical control point that has been identified.  For example, the CCP of frozen storage is temperature.

Critical Safe Limits Is the limit at which the hazard is controlled.  For example, in chilled storage the target temperature for refrigerators to operate is between +2 to +5°C.  The legal limit is to +8°C. 

Corrective Action
Describes what to do if the critical safe limit is exceeded.  For example, if the refrigerator display is showing a temperature of +10°C, corrective action would be to probe the food.  If the temperature was above the legal limit of +8°C each item of food would be checked.  

Food above +8°C would be disposed of, and food at or below +8°C would be transferred to another refrigerator ensuring that the existing controls such as the separation of raw and ready to eat foods are not compromised.

The fridge would be monitored and, if necessary, serviced to ensure safety of food safety is not compromised.

In a freezer, if the core temperature falls below -12°C any frozen food will be transferred to another freezer. If there is any food, which has started to defrost, it will be stored, cooked and served within time advised by packaging. Any food which has spoilt which be disposed of.

C. PURPOSE OF THE MANUAL

This manual provides a framework for all team members and volunteers to comply with current food safety regulations. The framework will ensure that all those involved in every aspect of food preparation and service are fully conversant with the practical requirements of our hazard analysis system. Ultimately all guests, visitors and team members will be served food that is safe to eat.

D. DUTIES

The Trustee Board is legally accountable for the formulation, development and implementation of the food safety policy ensuring all food safety laws are met.
Trustee Mark Johnson is the lead board member for food safety policy making decisions in conjunction with the rest of the Board and Project Coordinator.
[bookmark: _Int_0jjmBZRe]The Project Coordinator is legally responsible for day-to-day food safety management at the Shrewsbury Chapel, which involves ensuring that these standards are met and ensuring appropriate systems are implemented whenever the food operations change, or new volunteers join. The Project Coordinator will ensure that adequate information, instruction, and training is provided to volunteers to enable them to fulfil their obligations. The person in this role will also ensure Level 2 Food Hygiene and Safety training is made available. All Kitchen Team leads and Kitchen Assistants must complete the Level 2 training – and will be offered to all Drop-In volunteers free of charge and keep records and monitor their progression through that course.
[bookmark: _Int_8ZtzKGCz]The Kitchen Supervisor is responsible for ensuring that these food safety standards are practiced, the food is safe to eat, and any potential risks are minimised. They are responsible for completing documentation during and following a shift including allergen information, dates for storage, freezing and chilling. They are responsible to ensure the kitchen is kept safe, clean and tidy
If any person is in doubt about policies or procedures, needs advice or guidance on any food safety matter or needs to escalate an issue they should contact the Project Coordinator.  
Any serious food safety matters i.e. those with implications for public health such as pest infestations, major equipment breakdowns or facilities failings or suspected food poisoning must be escalated to the Trust Board, via the Project Coordinator, without delay.
All Team Members and Volunteers have an important and integral role to play in the identification, elimination and management of food safety risks and to carry out practices as instructed in professional food hygiene and safety training and in-house volunteer training delivered by Renewed Hope.
All Team Members and Volunteers must be advised of food safety hazards and risks and of their responsibility to eliminate or manage risks at the time of their induction.
The Project Coordinator will review the Food Safety Manual whenever there is a significant change in practices or processes or in response to changes in legislation.  As a minimum the manual will be reviewed annually to ensure it remains relevant to the RH operation. 
Legal Requirements
It is a requirement that food business operators put in place, implement and maintain a permanent procedure or procedure based on the HACCP (Hazard Analysis Critical Control Points) principles.
a) Identify potential hazards and measures for their control;
b) Determine critical control points (CCPs);
c) Establish critical limits which must be met to ensure each CCP is under control;
d) Establish a monitoring system;
Establish the corrective actions to be taken when monitoring indicates that a CCP is not under control; 
Establish verification procedures to confirm that the HACCP system is working effectively; 
Establish documentation for procedures and records
This manual and associated records provide evidence of compliance with this legal requirement to the relevant authority.  This evidence must be maintained, accurate and up to date. 
It is Renewed Hope policy to keep records of monitoring of critical controls and verification checks for food safety for a period of one year.
E. SCOPE OF THE POLICY

The Renewed Hope food safety management system is based on Assured Safe Catering (ASC).  ASC is a system developed by the Department of Health to help all team members and volunteers to manage hazard analysis and is based on the principles of HACCP.  ASC involves examining the catering operation step by step from the selection of ingredients through to the service of food to the guests at Shrewsbury Chapel.

F. TRAINING 
A copy of this manual will be held in the kitchen for team members and volunteers. 
All new food handlers will be inducted into these procedures. 



G. MONITORING, VERIFICATION & RECORD KEEPING
Monitoring 
Monitoring will take the form of written records with further action points detailed as part of the process.

Some critical controls are difficult to measure, for example, cleaning and disinfection of equipment or the personal hygiene of team members.  These are often essential to the safety of food, and therefore regular checks that standards are maintained are necessary.  These may be visual checks. However, cleaning schedules and temperature monitoring forms will help determine frequency and thoroughness and prove that these controls are in place.  The Project Coordinator will review the monitoring forms monthly to confirm control measures are within critical limits and if not, that corrective action has been effectively implemented. 

Record Keeping – Evidence File
All critical controls are to be monitored and the results of this monitoring recorded on the monitoring forms as contained in this manual (See Section 15 – Master Forms)

All records will be kept in an Evidence File.  

Donated and delivered foods
Foods are donated to the RH in several ways:
1. Ingredients bought by Renewed Hope
2. Ingredients bought by volunteers in advance of a shift. 
· Volunteers should liaise with RH to agree when the food is to be cooked and served so that it is used appropriately.
· Volunteers are instructed not to cook meals at home as reheating introduces unnecessary hazards.
3. Some foods are donated by retail or catering organizations - these foods should be dealt with according to agreed procedures, transported in freezer bags and refrigerated or frozen in line with storage instructions. 
4. Food may also be delivered by Fareshare. These are a mixture of foods which are surplus to the requirements of supermarkets or close to their Use-By or Best Before dates. These foods should be dealt with according to agreed procedures, transported in freezer bags and refrigerated or frozen in line with storage instructions. There is a visual inspection on their arrival and any spoilt food is discarded. All food is stored according to the manufacturer’s instructions within 30 minutes of delivery.
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· The Food Information Regulations 2014
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Section 1 - Shrewsbury Chapel 

The new kitchen was fitted in 2019 and although most of the equipment is domestic, we have developed procedures to meet our obligations in terms of ASC. Additionally, it is run largely by volunteers who are not trained chefs, producing and serving food for guests.

	Structure, Design & Fittings

	Possible Hazards
	Chemical, physical or microbial contamination of food / drink product or ingredient arising from:
a) Equipment, premises or the fabric of the building not being maintained in working order or in a good state of repair.
b) Waste food or material or extraneous items contaminating products, ingredients or equipment.

	Measures to Be Taken to Prevent Possible Hazards
	a) Ensure all structural finishes, equipment and utensils are maintained in sound condition which can be cleaned and where necessary disinfected.
b) Regularly remove waste from the kitchen.
c) Ensure monitoring equipment is in good working order (e.g.  food probes).

	Monitoring Procedures
	a) Visual checks of equipment and utensils prior to use.
b) Regular checks of equipment during routine maintenance work by trained personnel.
c) Completion of the tasks listed on the Cleaning Schedule 

	Corrective Action
	a) Report all defects to the Project Co-ordinator and avoid storing, preparing, handling or serving any food in areas where contamination may occur.
b) Discard any potentially contaminated food


1.a	Sinks
· [bookmark: _Int_8e8H2fvz]Sinks are provided with hot and cold water supplies and detergent.  
· No food or food preparation equipment will be stored under sinks.
· Sinks will not be used for hand washing.
· Sinks will be sanitised thoroughly after every use. 
1.b	Food Preparation Surfaces
· All surfaces are to be joint-less and well maintained.  Surfaces will be checked daily to ensure that they have not deteriorated, cracked, chipped or broken and that they are adequately cleaned.
· Chopping and preparation boards will be checked daily for excessive wear and replaced as required. 
· High density chopping boards are preferential. 
· [bookmark: _Int_NdDx1PxM]Wherever possible, food preparation surfaces should be used so as to separate preparation of raw meats / fish away from vegetable / fruit preparation and ready meals.  In all cases, the work surfaces must be thoroughly cleaned and sanitised before and after use ensuring the sanitising agent has sufficient contact time with the surface.  
· A full set of colour coded boards is available to ensure that food is not prepared directly on work surfaces.   
· To prevent risk of cross contamination, equipment or utensils used for ready to eat foods will not be stored under or adjacent to areas used for raw food preparation. 

1.c	Food Equipment
· Damaged and worn equipment which cannot be readily cleaned and disinfected will be discarded and replaced.
· The condition and cleanliness of equipment utensils will be checked before use.
· Separate designated food preparation equipment and utensils will be provided for preparation of raw and ready to eats foods and will be cleaned and disinfected immediately after use.
· Utensils, food containers and pans will be washed thoroughly, using hot water and a detergent and then rinsed. Alternatively, items will be washed in the dishwasher (1hr setting at 65°C)
· Cooking equipment and storage racks are located to enable areas below and around, to be easily cleaned. 
· Colour coded cutting boards are provided for specific uses e.g. dairy, cooked meat, raw meat, fish, vegetable and salad preparation purposes.
1.d	Hand Washing Facilities
· A wash hand basin is provided with hot and cold running water, it is clearly labelled with its intended use.
· Hand soap will be dispensed from sealed containers.
· Disposable paper towels will be provided for drying hands. 
· After hand washing, team members will turn the taps off using a paper towel (this avoids hands being contaminated). 
· Team members and volunteers will be trained in effective handwashing techniques.

1.e	Policy on the Safe Disposal of Broken Glass and Crockery
· The broken item will be cleaned up using a dustpan and brush, then the area wiped with a damp cloth which is immediately discarded.
· Any exposed food will be discarded.
· Broken or chipped glass/china will be disposed of immediately in external bins

1.f	Calibration - Electronic Probes	Comment by Anna Coe: Not current practice, but it’s something we should probably build into a role
· Probes will be checked monthly to ensure they are working – using the following procedure:
· Cold – agitate the probe in a mixture of ice and a small amount of water until a steady reading is achieved.  This should be 1°C to +1°C.  When outside this range, the unit should be repaired.
· Hot – agitate the probe in boiling unsalted water (i.e. in a pan of water boiling on the hob – water from an urn is unlikely to be hot enough) until a steady reading is achieved.  This should be between +99°C and +101°C.  When outside this range, the unit should be repaired.
· Result will be recorded on Form ASC15. Probes must be washed and sanitised before and after use. They must be washed and sanitised between use if used on different products in the same day

Section 2 - Food Handlers
2.0	 Food Handlers
	Food Handlers

	Possible Hazards
	Bacterial, chemical or physical contamination of ready-made dishes, an ingredient, surface or piece of equipment by:
a) Food handlers with poor hygiene practices and lack of training
b) Food handlers who carry food poisoning bacteria
c) Food handlers not wearing adequate protective clothing
d) Food handlers with open cuts or wounds
e) Bad practices, wearing jewellery, nail varnish or other potential contaminants.
f) Food handlers who do not thoroughly wash their hands whilst handling food or food equipment

	Measures to Be Taken to Prevent Possible Hazards
	a) Team members trained according to the needs of their duties
b) Clear understanding by team members of the responsibility for reporting infections
c) Provision of clean protective clothing
d) Provision of appropriate first aid facilities
e) Limit jewellery
f) Adequate facilities and training given for hand washing
g) Restricting access to the kitchen when open food is handled to kitchen team members only

	Monitoring Procedures
	a) Responsibilities of all food handlers
b) Training


All food handlers (volunteers and team members are categorized as food handlers) have a legal duty to practice good personal hygiene and to notify the Project Coordinator if they are suffering from any illness that could be passed on via food. 
It is the responsibility of the Project Coordinator to monitor all team members and volunteers to ensure they maintain high standards of personal hygiene whilst preparing, cooking or serving food at RH.
2.a	Protective Clothing
It is a legal requirement that food handlers wear clean, washable over-clothing whilst handling food, however we are dealing with a comparatively small group of guests in a semi-domestic type of environment and benefiting from voluntary input. This does not exonerate us from taking sensible practical steps to provide food safely. To this extent we will:
· Wear aprons when preparing and cooking food
· Tie long hair back.
· Wear appropriate clothing such as; no open toe sandals, leg covering etc when cooking food.

2.b	Smoking	
Smoking and Vaping is not permitted in any food preparation areas or in the building

2.c	Personal Hygiene Practices
[bookmark: _Int_QePCjUcH]Skin cleanliness is essential, and all team members are expected to retain good personal hygiene standards, including the absence of any body odour.  The following points are common sense practices and must be adhered to at all times:

1. Do not cough or sneeze over food.
2. Do not eat or chew gum in food handling, storage, preparation or service areas.
3. Do not eat in food handling, storage or preparation areas.
4. Do not drink, other than out of disposable cups, whilst in a food preparation area.
5. Do not taste foods with your fingers.  Use separate utensils on each occasion, even for the same food item.  Disposable teaspoons are recommended.
6. Do not pick your nose.
7. Do not spit in any food handling, storage, preparation or service area.
8. Do not bite your nails, lick or suck your fingers.

2.d	Hand Hygiene
1. Food should be touched by hand only when there is no alternative – hand cleanliness is the basic rule of hygiene.
2. Hands must be washed frequently at times that include the following:
a. before starting work
b. after using the toilet
c. after handling raw food
d. before handling any cooked food
e. before wearing and when changing disposable gloves
f. after handling shell eggs or pasteurised egg products
g. after handling waste food and refuse
h. after smoking or any break
i. after handling chemicals
j. after moving from one area to another
k. before and after any cleaning procedure
l. after contact with pests or contaminated food
m. after touching part of the head
2.e	First Aid
1. The First Aid kit is available in the kitchen area.
2. First Aid equipment will comply with current legislative requirements.
3. Any cuts or lesions will be covered with a waterproof dressing.  All waterproof adhesive dressings for food handlers will be blue and individually wrapped.  To prevent risk of the adhesive dressing being dislodged during food handling, a disposable glove must be worn but ensuring the glove is changed and hands washed between tasks.
4. No medication whatsoever, including sprays and ointments, will be kept in the first aid box or issued to team members and volunteers.
5. First aid kits will be checked quarterly

2.f	 Food Handlers – Training
The Project Coordinator has the legal responsibility to ensure that all kitchen team volunteers (food handlers) are supervised and instructed and trained in food hygiene practices commensurate with their work activities. The Project Coordinator is accountable to the Trustees.
2.g	Training Records 
Up to date, relevant training records are essential. Training is reviewed on a regular basis and volunteers updated as necessary.

The Senior Administrator is required to maintain records when training food handlers:  
· Level 2 Training Records 
Refresher training should be carried out and recorded as required
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Section 3 - Pest Control

3.a	 Pest Control Guidelines

	Pest Control


	Possible Hazards
	Microbial or physical contamination of the food, ingredient or equipment by:
a) Infestation of Pests.
b) Poor storage of refuse and waste resulting in possible pest infestations.

	Measures to Be Taken to Prevent Possible Hazards
	a) Carry out monthly pest control checks and contact contractor for treatment if necessary.
b) Pest Control Monitoring Form 
c) Provide adequate storage for the disposal of refuse and waste.
d) All goods will be checked for signs of pests on delivery and stored appropriately.
e) Keep household pets away from food areas.
f) Proofing of premises to prevent pest entry
g) Maintenance of external areas to prevent harbourage and allow for effective monitoring
h) Volunteers and team member awareness training.

	Monitoring Procedures
	a) Pest Control Monitoring Form 


	Corrective Action
	a) Report all sightings of pests.
b) Contact the pest control contractor.
c) Remove all food likely to become contaminated by pests.
d) Dispose of all food likely to have been contaminated by pests.


The most common pests associated with food premises are:
a) Rodents – rats and mice
b) Wild birds – sparrows and pigeons
c) Crawling insects – cockroaches and ants
d) Flying insects – houseflies, bluebottles, wasps and moths
These pests will not only contaminate food, but they can also cause considerable damage to food stocks and premises.


3.b	Exclusion and Restriction of Pests
a) Report to maintenance any broken airbricks, gaps under doors or around windows and piles of rubbish or weeds against the outside wall.
b) The tops of the drain ventilation pipes will be fitted with wire to prevent the entry of pests.
c) All dry goods will be checked on delivery for signs of pests and rejected if discovered.
d) All stored goods will be kept off the ground and in secured containers or in closed cupboards. Food and equipment will be stored to allow access for pest monitoring.
e) The kitchen will be kept clean.
f) Spillages will be cleared up immediately.
g) No delivery should be left unattended outside.
h) Home pets must not enter the kitchen 
3.c	Pest Control Contract
The Chapel will have a proactive preventative pest control contract with a competent company.  Proactive visits will be undertaken at a frequency determined by the contractor’s risk assessment for individual premises but at a minimum frequency of quarterly.  

3.d	Pest Control Measures 
1. The use of fly spray is not permitted.
2. The use of fly paper is not permitted.
3. Bait stations are only to be touched by pest control contractors.
4. Any suspected food that may be infested or contaminated by insects or rodents will be reported to the Project Coordinator and discarded.

3.e	Signs to Look for – Rodents and Mice
· The animals themselves
· Droppings
· Damage to the food itself and food spillage
· Holes and nesting sites
· Gnaw marks on packaging, food containers, stored equipment and building fabric
· Smear marks from the grease in the animals’ coats
· Runs in adjacent undergrowth
Offensive odours 
3.f	Signs to Look for – Insects
· Insects, including silverfish, flies, cockroaches, ants, moths, weevils, beetles, wasps, mites and psocids (booklice)
· The adult insect, pupae, larvae or juveniles – dead or alive
· Webbing of food packaging, in the food itself, on storage shelves or equipment
· Small tunnels of holes in some food or packaging
· Moulted skins, faecal pellets, egg or egg pouches (cockroaches)
· Offensive odours may indicate an infestation – (cockroaches smell musty)
· Insect frass – (these are very small pieces of food debris produced as the insect of larvae feeds and is usually composed of chewed food particles)
3.g	Signs to Look for – Birds
· Birds themselves, droppings and feather debris, holes and nesting materials.

Section 4 - Cleaning	 

4.a 	Cleaning Guidelines

It is the responsibility of the Project Coordinator on duty to ensure that all areas of the kitchen and chapel are kept clean and tidy, and all schedules are checked and completed as scheduled.
	Cleaning
Process & Schedules

	Possible Hazards
	Microbiological, physical or chemical contamination of the product or ingredients by:
a)	Use of containers, utensils or equipment which has not been effectively cleaned and disinfected
b)	Inappropriate storage or use of chemicals.


	Measures to Be Taken to Prevent Possible Hazards
	a)	Cleaning schedule to be completed and implemented.
b)	Instruction and training of volunteers and team members in the use of chemicals.
c)	Instruction and training of volunteers and team members in cleaning practices.
d)	All equipment designed installed and maintained to facilitate effective cleaning and where necessary disinfection. 

	Monitoring Procedures
	a)	Cleaning Schedule Checklists 
b)	Visual checks and observance of cleaning practices.


	Corrective Action
	a) Discard any potentially contaminated food
b) Repeat cleaning process until standard is achieved 
c) Review training



4.b	Cleaning Schedules
Every cleaning schedule will indicate the person responsible for each cleaning task and the frequency. The frequency of cleaning of equipment of any area will depend on use.  Changes in use will require a change in the cleaning frequency.
The kitchen cleaning schedule (Form ASC 09) will be completed at the defined frequency.
4.c	Food Contact Surfaces
All food contact surfaces and cutting boards must be cleaned and sanitised after use.  All other equipment and utensils must be clean and dry before use 
[bookmark: _Int_MByKLGra]Two-stage cleaning is critical to ensuring effective hygiene control as sanitisers do not work if used on a dirty surface.  Surfaces must be wiped down to remove debris, washed with hot soapy water and then sanitizer applied, allowing sufficient contact time. 

4.d	Hand Contact Surfaces
Thorough and effective hand washing is key to minimising risk of cross contamination between hand contact surfaces 
However, it is still important to ensure surfaces such as fridge door handles, drawer and cupboard handles, buttons on equipment, switches, etc.  are regularly cleaned and sanitised.  
4.e	Heat disinfection
Heat is the most reliable way to kill bacteria.  The use of a dishwasher is a controlled and effective way of cleaning and is recognised as good practice. Therefore, as far as is practicable, all equipment and utensils will be washed in the dishwasher.
· Equipment must be visibly clean before it is put in the dishwasher.  (ie: all food is washed off in the sink prior to passing through the dishwasher)
· Care must be taken to ensure the dishwasher is loaded correctly (ie. not overloaded) and the wash cycle is not interrupted once it has started.
· Allow equipment to air dry as much as possible: if this is not possible, use a clean and dry tea towel to dry items.
In the event of a dishwasher failure, dirty equipment and utensils used for preparation of raw foods must be stored separate to any equipment used for ready to eat foods prior to washing.  The raw equipment must be washed after the ready to eat equipment and the sink thoroughly cleaned and disinfected afterwards.  
Wherever possible, use separate sinks/bowls for these tasks.

4.f	Cleaning Equipment and Materials
1. Tea towels must be clean and dry, and changed as needed during the day, and placed into the laundry each day. 
2. Disposable towels can be used for surfaces, and disposed of in the general waste bins 
3. Cleaning equipment, chemicals and materials will be stored separately from food or food equipment.
4. Chemicals will never be mixed or decanted into unsuitable or unmarked containers.  
5. Mops will be colour coded 
6. Fresh hot water will be used for each task or area within the kitchen.
7. Buckets are not stored in the kitchen area. They will be emptied immediately after use and buckets swilled out with fresh water after use.
8. [bookmark: _GoBack]Disposable cloths eg: J-cloths can be used. They should be clean and fit for use each day, either new or laundered. At the end of the day, new and lightly soiled cloths can be put in the laundry – if they are very dirty or old, they should be disposed of.  
9. Scourers will be changed regularly.  Their condition will be checked before use and they will be discarded immediately once their condition begins to deteriorate.
11. Oven cloths will be cleaned using a hot cycle in a washing machine 
To ensure cleaning equipment from other areas of the building are not used in the kitchen, all items are colour coded.  Colour coding for cleaning within catering areas is:
GREEN - Kitchen
To include:
· mop heads and poles 
· broom heads
· buckets
· dustpan and brush sets

RED – Toilet, shower room and hall area

To include
· mop heads and poles
· broom heads
· Buckets

Section 5 – Supply and Purchase of goods and donations	
[bookmark: _Int_SmrR8FDK]We receive food from various sources – either purchased by Renewed Hope (via Fareshare or directly from supermarkets), or donated by local food businesses, organisations (eg: churches or Foodbank), supermarkets or individual volunteers. These goods are managed to ensure correct receipt, storage, preparation and cooking, as outlined in this manual.


Section 6 - Receipt and delivery of foods	 

6.a  On Receipt of Delivery
· Check sell-by and use-by dates. 
· Put deliveries away as quickly as possible and within half an hour of arrival.
· Move chilled food first, then frozen then dry goods.
· Check quality of goods and whether the packaging is intact. 
· Check for pest damage or infestation.
· Plastic wrapping will be removed from vegetables and fruit to reduce mould growth and condensation.
· All external wrapping/boxes for the purpose of transport and delivery, will be removed.
6.b Unfit or Substandard Foods
· Dented/rusted or blown canned goods will not be accepted.
· [bookmark: _Int_QFIC4PgZ]Foods with damaged or blown packaging (eg. vacuum packs) will not be accepted.  Provided food packaging is intact, damaged outer wrappings may be accepted provided the product has been thoroughly examined for potential damage, contamination or pest infestation.
6.c	Use-By and Best Before Dates
	Use-By

	Date mark required on microbiological perishable pre-packed foods
It is an offence to sell or store food after the Use-By date. As such any food past its Use-By dates is discarded.

	Best Before

	Date mark required on longer life foods that are not subject to microbiological spoilage (for example, canned or frozen foods).  
This date mark relates to food quality rather than safety.  
[bookmark: _Int_02qpLYYf]Although generally an indicator of quality, it is an offence if food past its best before date has deteriorated to the extent it is unfit (for example due to mould growth). There will be a visual inspection of foods past their Best Before Date. Any spoilt food will be discarded.







Section 7 – Food Storage	

7.a Storage of Food

	
	Measures to Be Taken to Prevent Possible Hazards

	Refrigerated / chilled storage
	a. Monitor temperatures to ensure correct limits are maintained
b. Cover/ wrap, label and date all foods stored in the refrigerator
c. Check for deterioration or foods close to their use-by date and discard
d. Rotate stock and use within date code – discard any food item beyond its use-by date. This is a legal requirement
e. Raw foods must be covered & stored below ready to eat foods. 
f. Unprepared salad/vegetables will be stored below ready to eat foods & above raw fish/meat. Priority is to ensure no raw product / juices drip onto - keep on a tray
g. Opened food has a correctly completed use-by Label 
h. Discard food that has been above + 8°C for more than two hours
i. Discard opened food that does not have a correctly completed use-by label

	Frozen foods
	a. Monitor temperatures to ensure correct limits are maintained
b. Cover/ wrap all foods stored in the freezer
c. Label foods with content and date of freezing
d. Rotate stock and use within best before date code
e. Raw foods must be covered & stored below ready to eat foods
f. Frozen foods target operating temperature -15°C to -20°C. Legal SCL is -12°C 

	Ambient temperatures
	a. Decant open packets into pest proof containers – label with content, batch and date codes.
b. Where dry stores incorporate vegetable storage, ensure raw vegetables are stored below ready to eat foods in containers. 
c. Regularly check stock for deterioration and best before dates.  (Stock rotation).
d. Any food which is past its best before date will be checked for quality before serving and disposed of if not suitable for eating, eg blown tinned can, discolouration or mould
e. Maintain low temperature and humidity within storage areas.
f. Store chemicals away from food.
g. Check instructions for storage, especially once opened.

	Fresh produce – fruit & vegetables
	a. Regularly check stock for deterioration (Stock rotation).
b. Store raw vegetables below fruit/salad items.
c. Fruit and vegetables will be washed before use. 
d. Remove plastic packaging from vegetables to allow the produce to breathe.
e. Discard any items that show signs of deterioration.
f. Maintain low temperature and humidity within storage areas.
g. Store chemicals away from food.

	Thawing foods
	Thaw high risk items in the fridge to maintain the cold chain, keeping ready to eat food above and separate from raw foods
a. Only thaw frozen fish in fridges (below cooked items but above raw meat). A tray must be used to contain any liquid
b. Ensure foods are completely thawed by probing with appropriately designated food probe
c. Use specifically designated containers for thawing of frozen fish – (preferably blue containers)
d. Ensure foods are covered to prevent risk of contamination
e. Ensure any bakery products are thawed in designated “clean” areas separated from raw food preparation



7.b	General Guidance on Storage and Stock Rotation
1. All outer packaging will be removed.
2. Raw foods will be stored below ready to eat foods in fridges, freezers and dry goods stores. 
3. New stock will be placed behind/beneath older stock in store or refrigeration, subject to date coding.  (Stock rotation)
4. Cleaning chemicals and materials will never be stored with food or food equipment.   
5. Cupboards used for the storage of chemicals in servery kitchens will be used only for that purpose and kept locked at all times. 
6. All products which are date marked with a use by date by the supplier must be used before the expiry of that date or in accordance with manufacturer’s instructions once opened, which may be considerably sooner.  
7. Any product, which has an expired use by date, must be discarded immediately.
8. Any products, which are date marked with a ‘best before’ date, should ideally be used before the expiry of that date, or as soon as possible after that date. If used after the expiry date, an assessment is to be made on the quality and safety of the product before use 
9. Any specific instructions from the supplier or manufacturer on the labelling of a canned or perishable product must be followed.
10. Cover/wrap and label the product with the date opened and use by date and refrigerate.


7.c	Monitoring of temperatures – Refrigerators and Freezers  
Indicative Refrigerator and Freezer Temperatures will be monitored and recorded twice per day (morning, before lunch service, and afternoon, after lunch service) using the dial or digital thermometers (as illustrated) that are left in each fridge / freezer. 
Results will be recorded daily on Form ASC15
[image: ][image: ]
Temperatures outside of the required standards will be recorded and reported to the Project Co-Ordinator
7.d	Validation of Temperatures - Refrigerators and Freezers
Refrigerator and Freezer temperatures will be validated every 2-4 weeks, and results recorded on Form ASC15
1. Refrigerator
a. A plastic container filled with water (replaced every validation check) or a block of wrapped lard (labelled ‘Temperature Control – Not for Consumption’) will be kept in the fridge for at least 24hrs
b. Place a digital probe into the water or lard block, and after 3-5 minutes record the temperature.
2. Freezers
a. Place a digital probe between two frozen packs. After 3-5min record the temperature
7.f	High Risk and Low Risk Foods
	High Risk Foods
	


Ready to eat food
	[bookmark: _Int_SrbNc0Dy]Foods that have already gone through most or all of their preparation steps.
There will be a high risk if these are contaminated or allowed to deteriorate because there are no further preparation steps to control the hazard.
	eg: cooked meat, pates, meat pies, prepared salads,
soft cheeses 

	Low Risk Foods
	Raw food or ingredients that are still to be cleaned or processed
	Contamination of these foods is a low risk, because later processing should make it safe. 
Low risk foods may transfer contamination to ready to eat foods, and they should be kept apart. 
	eg:
Raw meat
Unwashed salad or vegetables
Shell eggs


7.g	Refrigerated Storage
1. New stock will be placed behind old stock.
2. All refrigerated items will be covered, labelled and date coded.
3. Contents of the fridge will be checked daily and food unlikely to be used before or has already passed its use by date will be discarded.  Food that has been opened and has not been date labelled will be discarded. This monitoring will be recorded daily on the fridge temperature record.
4. Raw food will be stored below ready to eat foods: 
a. Raw vegetables & unprepared salad will be stored below ready to eat foods (above eggs & raw meat). 
b. All shell eggs will be stored at the bottom of the refrigerator (above raw meat). 
c. Raw meat will be stored on dedicated (preferably red in colour) trays and kept on the bottom shelf of the fridge.
d. No tinned foods will be stored in the fridge.

7.h Date Marking
1. All products supplied to us will be labelled with a use by or best before date.
2. The date marking will be done using;
a. Felt tip waterproof marker pen or biro
b. Self-adhesive label 

3. All high-risk foods once opened, decanted or produced will be kept for a maximum of 48 hours from the time of opening.  
4. [bookmark: _Int_A5bzU9AP]Other products will be stored and used in accordance with manufacturer’s instructions and labelled accordingly (eg. containers of mayonnaise which may state “once opened refrigerate and use within six weeks” will be transferred to the refrigerator and labelled with a date six weeks from the date of opening). 
5. Homemade sandwich fillings and prepared salad items will be made and used on the day of preparation. 

7.i Dry Storage

1. All dry goods will be checked weekly for quality, signs of infestation and best before dates, where applicable.
2. Stock will be stored off the floor on racks.
3. All opened dry food products will be stored in pest proof containers, which will be kept clean and include batch codes and use by dates of decanted items. 
4. Storage containers will be cleaned out and sanitised when empty and allowed to dry.  
7.j Storage of Canned Food and Sauces

1. Cans to be inspected regularly to ensure that those which are blown, badly dented, seam damaged or rusty are discarded.
2. Canned meats should be checked for storage recommendations.  When instructions recommend refrigeration, this must be carried out.
3. All sauces will be checked for manufacturers storage instructions, especially those sauces bought in bulk. They often should be refrigerated after opening and must be labelled with the opening date and for ease of checking, the expiry date of the product.  This also applies to small bottles of sauces.


7.k	Storage of Fresh Fruit and Vegetables

1. Store all fresh fruit and vegetables according to suppliers’ instructions, away from ready to eat foods and wash before use.
2. Goods will be inspected daily, and any deteriorated items removed.

7.l	Storage of Milk, Dairy Products, Fats and Eggs

1. Milk and cream will be kept separate from all raw products.
2. Fresh milk/cream will be placed in refrigerator and stored at a temperature below + 6°C.
3. Reconstituted milk must be treated as fresh.
4. Fats will be stored under refrigeration and away from strong smelling foods that could taint them.
Fresh lion branded eggs will be date labelled and regularly checked for stock rotation.
5. 
Section 8 - Preparation guidelines
8.a	General Guidance on Preparation Surfaces and Small Equipment
· Food preparation surfaces will be used for one purpose only at a time.  Where possible, areas will be designated for raw and ready to eat food preparation and labelled with its intended use within the kitchen.  Consideration will be given to areas immediately around and below areas used for raw preparation to ensure any items stored there are not exposed to risk of contamination.     
· Chopping and preparation boards will be checked daily for excessive wear and replaced as required. 
· Work surfaces will always be cleaned down and sanitised before and after use.
· Foods will not be prepared directly on preparation surfaces: appropriate colour coded boards or equipment will be used.  The preparation surface will be thoroughly cleaned and disinfected between uses.  
· Food preparation equipment and utensils will be cleaned immediately after use.
· Wherever practicable, all equipment will be washed in dishwashers.  Where not possible, utensils, food containers and pans will be washed thoroughly, using hot water and a detergent. Equipment used for raw preparation will be washed separately and after equipment used for ready to eat food preparation.  
· Separate labelled or colour coded cutting boards are provided for designated uses.  In particular, separate designated boards will be used for raw and ready to eat foods as per the colour coding detailed below.
· Sinks will be cleaned and disinfected after use – especially where separate food preparation and equipment sinks are not provided.  Cooked/ready to eat foods will not be washed/rinsed directly in sinks used for raw preparation/washing raw equipment.  Clean disinfected equipment will be used (sieves, colanders, containers or bowls).
· Do not wash raw meat or poultry before cooking.  This may contaminate worktops and utensils.
8.b	Colour Coding 
[bookmark: _Int_ReP6HwAj][bookmark: _Int_KCK1e1S1][bookmark: _Int_qyrf3a3z]Clean, sanitised and colour coded PVC food preparation boards are to be used at all times in the storage, preparation and service of food, (where relevant).

Red – Raw meat
Blue – Raw fish
Green – Washed salad items/fruit
White – Bakery and Dairy products
Yellow – Cooked meats
Brown – Vegetables
All colour coded boards will be stored upright in a clean dedicated board rack, avoiding the touching of board to board to avoid cross contamination. 

Section 9 - Cooking Guidelines
9.a	 General guidelines
The thorough cooking of food is paramount to food safety and as such the following points must be adhered to:

1. Food must be cooked on the day it is required and must be served as near to the time of completion of cooking as practicable. 
2. Core cooking temperatures of all high-risk foods (i.e. protein items) will be checked with a cleaned and disinfected probe thermometer, designated for use on ready to eat foods only. 
9.b	Cooking Meat and Poultry 
All items will be cooked thoroughly to ensure that the centre temperature reaches at least 75°C. A probe thermometer will be used to check the centre temperature.
Section 10 - Reheating foods
As we are donated many foods not cooked in the Chapel, we need to ensure that when we reheat those foods, we do this as safely as possible and never reheat foods more than once. Follow the manufacturer's instructions when applicable.

The meal will be reheated thoroughly.  If a microwave is used, the food will be stirred during cooking to eradicate any uneven heating and allowed time to stand after cooking to ensure the cooking process is completed.  

Prior to service the reheated meal will be probed with a cleaned and disinfected probe thermometer designated for use on ready to eat foods only to check the product has been reheated to above +75°C.

Once reheated the meal will be served immediately.



Section 11 - Allergens

11.1	Allergens
Some people have sensitivity to certain foods.  When a person has a food allergy their immune system reacts to a particular food.  A severe allergy can cause life threatening reactions. 

To comply with legislation all food handlers must be aware that the following allergens can have adverse consequences to our guests, team members and visitors: 

	Nuts
almonds, hazelnuts, walnuts, pecan nuts, Brazil nuts, pistachio, cashew and macadamia nuts
	
	Lupin 
seeds which are often found on bread and pastries

	Peanuts
Nuts, pastes and oils
	
	Shellfish
(crustaceans) prawns, crabs, lobster and crayfish

	Sesame
Nuts and oils
	
	Molluscs
clams, scallops, mussels, whelks, oysters, snails and squid

	Mustard
Seeds and pastes
	
	Sulphur dioxide
a preservative found in some dried fruit, meats, bouillon, alcohol 

	Cereals 
containing gluten – wheat, rye, barley, oats
	
	Soybeans
Soy Sauce

	Milk
	
	Celery and celeriac

	Eggs
	
	Fish


The menu for the day will be displayed on a whiteboard and there is also a sign inviting people with allergies or intolerances to alert staff or volunteers and to ask about allergens.
Staff also ask Guests about any dietary requirements as part of their assessment of needs when they access the Drop-In.

Allergens are recorded for each daily meal on Form ASC 12 – Food Allergen Record

Section 12 - Environmental Health
Environmental Health Inspections  
12.0	Environmental Health Inspections
Inspectors will look at the way a food business is operated, to identify potential hazards and to make sure it complies with the law.  Enforcement officers will discuss any problems with the Project Coordinator and advise on possible solutions.  They also have powers which they can use when they think it necessary to protect the public.  
The Food Standards Agency specifies how officers must carry out inspections.  They require that inspections are unannounced and at a time that ensures officers verify food safety management systems by observing food handling and discussing practices with team members.
Officers will not expect food preparation to stop to accommodate their visit.  They will carry out their inspection whilst working around team members as they will appreciate the pressures on the team to complete food service.      
They will need to review documentation such as monitoring records, training records and the Food Safety Manual.    They may refer to this document as a “Food Safety Management System”, “HACCP” or “Food Safety Policy”.  
[bookmark: _Int_Q7FnRFvf]Food Safety Officers have wide-ranging powers, including a right to enter the premises at any time and to require information and sight of documentation.  Refusing an officer entry for any reason or refusing to co-operate or to provide the information requested is classed as an obstruction and is an offence.  
Whilst an enforcement visit may be an inconvenience, it is also an opportunity for advice or guidance and feedback on practices and procedures.

Section 13 - Alleged or suspected food poisoning

13.0 Alleged or Suspected Food Poisoning 	

Whilst it is hoped that this will never occur, we need to be aware that this could happen and that we need to find out where the problem originated so that we can prevent future issues. 

Food poisoning can be defined as an illness caused by the consumption of contaminated food.

The normal symptoms of food poisoning include; diarrhea, vomiting, nausea, abdominal pain, headache and high temperature; this can be confused with other illnesses. The common organisms that cause food poisoning have different onset times of illness and differing symptoms or a sequence of symptoms.
The symptoms described may be caused through drugs, existing illness or symptoms, food allergies or in the case of volunteers or team members, recent travel abroad.  In the event of there being a common link of certain symptoms amongst guests, volunteers and team members, this procedure will assist in the identification and management of any outbreak.

[bookmark: _Int_GGIOlpqI]Do not presume that the kitchen is responsible for food related illnesses. You should adhere to the following procedures so that you can analyse the potential causes and until the cause has been established, treat it as infectious.

Section 14 - Traceability 

Regulations require all food businesses to have systems in place to allow them to identify any person from whom they have been supplied with food. 

Products will generally be stored in their original packaging until used to ensure batch codes/date codes/other identifying marks are available for reference.  Any products decanted from their original packaging will be labeled with this information to maintain traceability.










Section 15 - Master Forms / Documents 

	Number
	Form / Document Name
	Monitoring Frequency 

	FSM
	Food Safety Manual Review
	Min every 2 years, or as key changes require 

	ASC 15
	Fridge/Freezer Temperature Monitoring forms 
	Twice daily 

	ASC 03
	Cooking/Cooling/Reheating records
	Each service provided

	ASC 09
	Kitchen cleaning schedule
	As defined by schedule

	ASC 12
	Food Allergen Record 
	Each service provided
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