
2-9  EMPLOYEE TRAINING
Training is an important part of your HACCP plan as it is the primary way to communicate to your employees how to keep food safe.  Effective training programs must include an overview of safe food handling procedures, hygiene, sanitation, and facility standards, and monitoring and record keeping procedures.  All employees also need to be aware of how to handle chemicals, including the location of Material Safety Data Sheet (MSDS).  Hazards communications and pesticide training(s) can be included as part of new worker orientation, during scheduled food safety training, or as part of a separate hazards communications training.
1.  New Worker Orientation


Training begins immediately when new employees are hired.  Orientation is a process of teaching new employees about job expectations.  It is important to include food safety in the orientation of all new employees.  The manager/supervisor must complete a Food Safety Checklist for New Workers (Handout 1 in the 2-4: Prerequisite Program Standards) for all new workers.  The checklist is to be reviewed and signed by both the new worker and their manager/supervisor. The Child Nutrition Director will complete the checklist for substitutes who rotate among schools.  Therefore, the manager will not need to complete the checklist for substitutes.  This checklist must be kept on file until the worker is no longer employed in your operation.

2. Four-hour course -- Implementing a HACCP Plan 

Designed for those who are verifying or managing a HACCP Plan, such as School Nutrition Directors, Field Supervisors, and Managers (as stated in 2-4:  Hygiene, Sanitation and Facilities Standards—Training Section (page 8)--T1:  All site managers, field supervisors, and School Nutrition Directors complete a four-hour training on How to Implement the SC School HACCP Plan.  Keep a copy of the certificate of participation for each participant in your HACCP files.  
3. 10-hour -- School Nutrition Association (SNA) Certification Training--Food Safety in South Carolina Schools.  
This training meets the required outlined in 2-4:  Hygiene, Sanitation, and Facilities Standards—Training Section (page 8)--T2:  All site managers and lead assistant managers complete a food protection certification course approved by the SC Department of Education every five years.  NOTE:  The training is pending approval of the SNA and would be an alternative to ServSafe®.   Keep the following information that will be provided by the course instructor:
· Copy of the training agenda and dates training held

· Name of the instructor

· List of district workers who attended the training 

· Certificates for each worker
4. 2-4 hour training (training duration established by the School Nutrition Director)--Food Safety in South Carolina Schools—Training for Foodservice Workers.  
This training meets the required outlined in 2-4:  Hygiene, Sanitation, and Facilities Standards—Training Section (page 8)--T3:  All operators will complete a basic food safety training approved by SC Department of Education (at least two hours in length) every three to five years.  The frequency of training will be determined by the School Nutrition Director.  Keep a copy of the following in your HACCP files: 
· Copy of the training agenda and dates training held

· Name of the instructor

· List of workers who attended the training

· Certificate for each  worker
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