
2-1:  FOOD SAFETY TEAM

The primary responsibility of the food safety team is to implement the HACCP plan within the school.  Specific responsibilities include but are not limited to:  monitoring prerequisite program standards, monitoring safe food handling practices, maintaining appropriate records, and training foodservice workers.  Each school must have its own food safety team.  There cannot be one team for the entire school district.  

The team can be as large or as small as deemed necessary.  In some small schools, the “team” will be the site manager and nobody else.  In larger schools, the “team” might include the site manager, supervisor(s) and others.  
Each month the team leader, who is also the site manager, must fill out and post the table below.  This table is a listing of who is responsible for each HACCP monitoring task.  Entries to the table can be typed or handwritten.  Copies of monthly assignments must be filed on-site for three years plus the current year. 

School Name:  _________________________________________________________

Signature of Team Leader:  _____________________________________________
Month/Year:  _____________________________________________________

	Responsible Person(s) or Position Title(s)
	HACCP Monitoring Task 

	Primary:

Back-up:
	Daily Operation Inspection – complete daily on monthly form first thing in the morning and during cleanup at end of day. This form includes checking dishmachine, three-compartment sink set up, sanitizing buckets, hand sinks and clean up inspection. Keep on clipboard in kitchen. Refer to instruction for explanations. 


	Primary:

Back-up:

	Daily Production Record – place on clipboard in kitchen with planning information filled in by manager prior to use. This is a record of quantities of food prepared, leftovers and foods used.

	Primary:

Back-up:


	Daily Hot-Holding Unit Inspection – place monthly form directly on each hot-holding unit or clipboard and check temperature daily with calibrated thermometer and record on monthly form prior to placing first batch of food to be sure it is at least 150oF or hotter. Set temperature between 150 oF  and 160 oF to allow for the opening of door and restocking. If not, correct take corrective action.


	Primary:

Back-up:
	Daily Refrigerator/Freezer Inspection – place monthly form directly on each refrigerator and freezer and check both the inside and outside temperature gauges. The refrigerator must be at least 41 oF  and the freezer at least 0 oF. If not, take corrective action. 

	Primary:

Back-up:

	Daily Thermometer Calibration Log – complete monthly form for all thermometers.  

	Primary:

Back-up:

	Daily Store Room – place monthly form in the storeroom.  Check the temperature each day.  It must be between 50oF and 70oF.  If not, take corrective action.


	Responsible Person(s) or Position Title(s)
	HACCP Monitoring Task 

	Primary:

Back-up:


	Daily Sample Tray – complete the sample tray form each day.  Throw out all sample trays that are have been frozen for more than seven days.

	Primary:

Back-up:

	Complex Foods Cooling Log – Complete the form each time a complex food is prepared.

	Primary:

Back-up:

	Weekly Food Safety Inspections – place on clipboard and complete weekly forms at the end of a day during the week or all forms at the end of the month. Complete monthly pest control form at the end of the month. Report any corrective actions needed to manager. Keep forms on clipboard in kitchen. 


	Primary:

Back-up:

	Monthly Fire Safety and Pest Control Forms – place on clipboard and complete at the end of the month. Report any corrective actions needed to manager. Keep forms on clipboard in kitchen.

	Primary:

Back-up:

	Annual Operation Assessment – To be completed each Spring.   

	Site Manager
	Other Monitoring Forms -- Report from DHEC employees diagnosed with foodborne illness, food safety checklist for new workers, pest control reports from PMP, purchasing and receiving delivery reports, DHEC inspection reports, and completed verification forms and training roster. 
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