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SECTION 1: 
 


HACCP Based Standard Operating Procedures 
The following Standard Operating Procedures have been adapted from the National Food Service Management 
Institute (NFSMI) 
         
Subject                                                                                Page # 
            
   1 – Hand-Washing Instructions ........................................................................................................ Page 4 
   
   2 - Using Suitable Utensils When Handling Ready-to-Eat Foods .................................................... Page 6 
 
    3 - Personal Hygiene ....................................................................................................................... Page 8 
 
   4 – Reporting Food Allergy - Food-borne Illness Claims or Concerns ........................................... Page 10 
 
   5 - Storing and Using Poisonous or Toxic Chemicals ..................................................................... Page 12 
 
   6 - Using and Calibrating Food Thermometers ............................................................................... Page 14 
 
   7 - Preventing Cross-Contamination During Storage and Preparation ........................................... Page 17 
 
   8 - Cleaning and Sanitizing Food Contact Surfaces & Equipment ................................................. Page 19 
 
   9 - Pest Control ................................................................................................................................ Page 23 
 
  10 - Receiving Deliveries ................................................................................................................. Page 25 
 
  11 – Preparing Washing Fruits, Vegetables  ..................................................................................... Page 27 
 
  12 - Controlling Time and Temperature During Preparation ........................................................... Page 29 
 
  13 - Cooking Potentially Hazardous Food (PHF / TCS)  ................................................................. Page 31 
 
  14 - Holding Hot and Cold Potentially Hazardous Foods ................................................................ Page 33 
  
  15 - Using Time Alone As a Public Health Control to Limit Bacteria Growth in PHF 
          Potentially Hazardous Foods .................................................................................................... Page 35 
 
   16 – ROP / Sous Vide Requirements & Procedures  ....................................................................... Page 37 
 
  17 - Date Marking Ready-to-Eat, Potentially Hazardous Foods ...................................................... Page 40 
 
  18 - Serving Food ............................................................................................................................. Page 42 
 
  19 - Cooling Potentially Hazardous Foods ....................................................................................... Page 44 
   
  20 - Reheating Potentially Hazardous Food ..................................................................................... Page 46 
 


 
 







       


                                          
3 


SECTION 2: 
 


APPENDIX A: 
HACCP Safe Cooking Temperature Chart, Record Keeping Procedures .........................................  Page 48 
 
APPENDIX B: 
HACCP Employee Health Policy Agreement .................................................................................... Page 50 
 
APPENDIX C: 
HACCP Food Safety Check List ................................................................................................... Page 52-55 
 
APPENDIX D: 
HACCP Logs 
Thermometer Calibration Log ............................................................................................................ Page 56 
 
Cooking - Reheating Temperature Log  ............................................................................................. Page 57  
 
Damage or Discard Log ...................................................................................................................... Page 58 
 
Cooling Temperature Log ................................................................................................................... Page 59 
 
Receiving Log .................................................................................................................................... Page 60 
 
Hot & Cold Holding Temperature Log ............................................................................................... Page 61 
 
APPENDIX E: 
Allergy Report 
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1 - Hand-washing Instructions 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness caused by contaminated hands. 
 
Scope:  This procedure applies to food service employees who handle, receive, prepare, cook, 
chill, reheat and serve food. 
 
Keywords:  Handwashing, Cross-Contamination 
 
Instructions: 


1. Train food service employees that handle, receive, prepare, cook, chill, reheat and serve 
food on proper handwashing.  Training may include viewing a handwashing video, a 
demonstration of proper handwashing procedures, poster, or other effective training tools. 


2. Post handwashing signs or posters in a language understood by all food service staff near 
all handwashing sinks, in food preparation and dishwashing areas, and in restrooms. 
3. Use designated handwashing sinks for handwashing only.  Do not use food preparation, 
utility, and dishwashing sinks for handwashing. 
4. Provide warm running water (min 100ºF), liquid soap, and single-use paper towels or 
warm air hand dryer.  If paper towels are used, provide a waste container at each 
handwashing sink or near the door in restroom. 
5. Keep handwashing sinks accessible anytime employees are present, do not block. 
6. Wash hands: 


  -  Before starting work 
-  During food preparation and assembly 
-  When moving from one food preparation area to another 
-  Before and after touching raw food products 
-  Before putting on or changing gloves 
-  After using the toilet 
-  After sneezing, coughing, or using a handkerchief or tissue 
-  After touching hair, face, or body 
-  After smoking, eating, drinking, or chewing gum or tobacco 
-  After any clean up activity such as sweeping, mopping, or wiping counters 
-  After touching dirty dishes, equipment, or utensils 
-  After handling trash 
-  After handling money 
-  After handling cell phone 
-  After anytime the hands may become contaminated 


 
   7.  Follow proper handwashing procedures as indicated below: 


-  Wet hands & forearms with warm water (at least 100 ºF) apply  liquid soap. 
-  scrub lathered hands & forearms, under fingernails, and between fingers for at    
   least 20 seconds.  Rinse thoroughly under warm running water for 5-10 sec. 


 -  Dry hands and forearms thoroughly with single-use paper towels. 
 -  Dry hands for at least 30 seconds if using a warm air hand dryer. 
 8.  Follow FDA recommendations when using hand sanitizers.   
      These recommendations are as follows: 
      - Use hand sanitizers only after hands have been properly washed and dried. 
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1 – HACCP Based Handwashing, cont. (SSOP)   
  
 - Use hand sanitizers in the manner specified by the manufacturer. 
 - Use only FDA approved brands. 


 
Monitoring: 
A designated employee will visually observe the handwashing practices of the food service staff 
during all hours of operation.  In addition, the designated employee will visually observe that 
handwashing sinks are properly supplied during all hours of operation and not obstructed. 
 
Corrective Action: 


1. Employees that are observed not washing their hands at the appropriate times or using the 
proper procedure will be asked to wash their hands immediately. 


2. Employee will be re-trained to ensure proper handwashing procedure. 
 
Verification and Record Keeping: 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 
year. 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


 
 


 
By: 


 


 
Date Revised: 


  
By: 
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2 - Using Suitable Utensils When Handling Read-to-Eat Foods 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness caused by hand-to-food cross-contamination.    
 
Scope:  This procedure applies to food service employees who handle, receive, prepare, cook, chill, 
reheat and serve food. 
 
Key Words:  Ready-to-Eat Food, Cross-Contamination 
 
Instructions: 


1. Use proper handwashing procedures to wash hands and exposed arms prior to preparing, 
packaging or handling food or at any time when the hands may have become contaminated. 
2. Do not use bare hands to handle ready-to-eat foods at any time. 
3. Use suitable utensils when working with ready-to-eat food.  Suitable utensils may include: 


  -  Single-use gloves 
   -  Deli tissue 
   -  Foil wrap 
   -  Tongs, spoons, and spatulas 


4. Hands should be washed, and gloves changed: 
-  Before beginning food preparation 
-  Before packaging food 
-  Before beginning a food handling task 
-  After touching equipment (ie: refrigerator doors) or utensils that have not been    
cleaned &  sanitized 
-  After contacting chemicals 
-  After interruptions in food preparation occur, such as when answering the telephone  
or checking in a delivery 
-  After handling money 
-  When a glove is torn, damaged, or soiled 
-  Anytime contamination of a glove might have occurred 


 
Monitoring: 
A supervisory or other designated employee will visually observe food service employees during all 
hours of operation to ensure gloves or suitable utensils are used & changed at appropriate times. 
 
Corrective Action: 
Employees observed touching ready-to-eat food with bare hands will be retrained at the time of the 
incident.  Ready-to-eat food touched with bare hands will be discarded. 
 
Verification and Record Keeping: 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate that 
monitoring is being conducted as specified.  The executive chef, general manager or PIC will verify 
that food service employees are following this policy by visually observing the employees during 
all hours of operation, review Food Safety Check List and initial record keeping log.  The Food 
Safety Checklists and Logs will be maintained with other records for a minimum of 1 year. 
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2 – HACCP Based Using Suitable Utensils When Handling Read-to-Eat Foods, 
cont. (SSOP) 
 
Date Implemented:  By:  
 
Date Reviewed: 


  
By: 


 


 
Date Revised: 


  
By: 
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3 - Personal Hygiene 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent contamination of food caused by food service employees. 
 
Scope:  This procedure applies to food service employees who handle, receive, prepare, cook, 
chill, reheat and serve food. 
 
Key Words:  Personal Hygiene, Cross-Contamination, Contamination 
 
Instructions: 


1. Train food service employees on employee health policy & on practicing good personal 
hygiene. 
2. Follow the Employee Health Policy. (See Appendix B) 
3. Report to work in good health, clean, and dressed in clean attire. 
4. Change apron when it becomes soiled.   
5. Wash hands properly, frequently, and at the appropriate times. 
6. Keep fingernails trimmed, filed, &maintained so that edges are cleanable & not rough. 
7. Do not wear artificial fingernails and fingernail polish. 
8. Do not wear any jewelry on arms or hands ONLY a plain ring such as a wedding band.   
9. Treat &  bandage wounds and sores immediately.  When hands are bandaged, single-use 
gloves must be worn.   
10. Cover a lesion containing pus with a bandage.  If the lesion is on a hand or wrist, cover 
with an impermeable cover such as a finger cot or stall and a single-use glove. 
11. Eat, drink, or chew gum only in designated areas where food or food contact surfaces 
may not become contaminated. 
12. Cell phone use in only designated areas; not to be recharged in food production areas. 
13. Use tobacco products outside of facility as determined by company policies.   
14. Taste food(s) using the following procedures: 
-    Place a small amount of food into a separate container. 
-    Step away from exposed food and food contact surfaces. 
-    Use a teaspoon to taste the food. Remove the used teaspoon & container to  dish   
washing area.  The soiled teaspoon shall not be reused for tasting before washing and 
sanitizing.  Wash hands immediately. 
15. Wear hairnets or clean caps designed to effectively restrain all hair while in the kitchen. 
16. Follow local public health requirements for personal hygiene. 
17. Employees are not permitted to work if infected with E Coli 0157:H7, Salmonella, 
Shigella, Hepatitis A, Norovirus, or any other food borne illness or infectious diseases. 
18. Employees are not permitted to work and must be immediately excused from work if they 
show any of the follow symptoms: Diarrhea, Vomiting, Fever/Sore throat, Jaundice, and/or 
open/infected wounds. 
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3 – HACCP Based Personal Hygiene, cont. (SSOP)      
 
Monitoring: 
A designated food service employee will inspect employees when they report to work to be sure 
that each employee is following this SOP.  The designated food service employee will monitor 
that all food service employees are adhering to the personal hygiene policy during all hours of 
operation. 
 
Corrective Action: 
Any food service employee found not following this procedure will be retrained at the time of 
the incident.  Affected food will be discarded. 
 
Verification and Record Keeping: 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 
year. 
 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


  
By: 


 


 
Date Revised: 


  
By: 
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4 - Reporting Food Allergy or Food-borne Illness Claims/ Concerns 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To promptly address any foodborne illness related complaints. 
 
Scope:  This procedure applies to Owner, Manager or PIC. 
 
Key Words:  Allergy, Food-borne Illness, Outbreak, Recall, Health Department 
 
Instructions: 
When a food allergy or foodborne illness claim is received: 


1. Indicate concern for the individual and let the guest or employee know that the complaint 
will be referred to the owner, manager or PIC immediately. 


2. Contact the owner, manager or PIC immediately. 
3. The owner, manager or PIC will write down the guest or employee’s information about 


the incident using the Food Allergy and Food-borne Illness Incident Report (FBI/FA 
Incident Report). (See Appendix E for form) 


4. If the report is from an employee, the corrective action will be taken, depending on their 
symptoms. Refer to Employee Health Policy (see Appendix B). 


5. If a foodborne illness outbreak is suspected the owner, manager or PIC will call the local 
Health Department to report the possibility of an outbreak and obtain assistance with an 
investigation. 


6. General manager or PIC will follow up with guest or employee for any necessary follow 
up or next steps. 


 
Monitoring: 
The owner, manager or PIC will interact with guest or employee in a manner that shows concern 
without assuming culpability. The claim will be documented by the owner, manager or PIC who 
will interview the guest or employee and collect all of the data to complete the Food Allergy and 
Food-borne Illness Incident Report. (See Appendix E) 
 
Corrective Action: 
1. Retrain any employees found not following the procedures in this SOP. 
2. Any manager or employees who fail to comply with the company Health Policy may be 
subject to disciplinary action or termination. 
3. If a formal investigation is needed, manager or PIC will notify the owner. 
4. Determine if the product needs to be recalled or sent to a laboratory for examination. 
 
Verification and Record Keeping: 
The general manager or PIC will interview the guest or employee and collect data to complete 
the Food Allergy and Food-borne Illness Incident Report. (See Appendix E) 
 
The company will maintain the Food Allergy and Food-borne Illness Incident Report records for 
a minimum of  1 year. 
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4 – HACCP Based Reporting Food Allergy or Food-borne Illness Claims/ 
Concerns, cont. (SSOP) 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


  
By: 


 


 
Date Revised: 


  
By: 
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5 - Storing & Using Poisonous or Toxic Chemicals 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness caused by chemical contamination. 
 
Scope:  This procedure applies to all food service staff who use chemicals in the kitchen. 
 
Keywords:  Chemicals, Cross-Contamination, Contamination, Material Safety Data Sheet 
 
Instructions: 
1. Train food service employees on the proper use and storage of chemicals and on the proper 


use of chemical test kits and first aid as specified in this procedure. 
2. Designate a location for storing the Material Safety Data Sheets (MSDS). 
3. Label and date all poisonous or toxic chemicals with the common name of the substance. 
4. Store all chemicals in a designated secured area away from and below food and food contact 


surfaces using spacing or partitioning. 
5. Store only chemicals that are necessary to the operation and maintenance of the kitchen. 
6. Mix, test, and use sanitizing solutions as recommended by the manufacturer, State, or local 


health department. 
7. Use the appropriate chemical test kit to measure the concentration of sanitizer to ensure 


sanitizer is mixed correctly. 
8. Follow manufacturer’s directions for specific mixing, storing, and first aid instructions on 


chemicals. 
9. Do not use chemical containers for storing food or water. 
10. Label and store first aid supplies in a container that is located away from food or food contact 


surfaces. 
11. Label and store medicines for employee use in a designated area and away from food contact 


surfaces.  Do not store medicines in food storage areas. 
12. Store refrigerated medicines in a covered, leak proof container where they are not accessible 


to children and cannot contaminate food. 
 


Monitoring: 
Food service employees and supervisory employees will visually observe that chemicals are 
being stored, labeled, and used properly during all hours of operation. 
 
Corrective Action: 
Discard any food contaminated by chemicals.  Label and/or properly store any unlabeled or 
misplaced chemicals – away from food and food storage. 
 
Verification and Record Keeping: 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log.  The Food Safety Checklists and Logs will be maintained with other records for a 
minimum of 1 year. 
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             5 – HACCP Based Storing & Using Poisonous or Toxic Chemicals, cont. 
(SSOP) 
 
 
 
Date Implemented: 


  
By: 


 


 
Date Reviewed: 


  
By: 


 


 
Date Revised: 


  
By: 
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6 - Using and Calibrating Food Thermometers 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness by ensuring that the appropriate type of thermometer is 
used to measure internal product temperatures and that thermometers used are correctly 
calibrated for accuracy. 
 
Scope:  This procedure applies to food service employees who handle, receive, prepare, cook, 
chill, reheat and serve food. 
 
Key Words:  Thermometers, Calibration Log 
 
Instructions: 


1. Train food service employees on the proper procedures in using and calibrating food 
thermometers. 
2. Follow the food thermometer manufacturer’s instructions for use.  Use a food 
thermometer that measures temperatures from 0 ºF (-18 ºC) to 220 ºF (104 ºC) and is 
appropriate for the temperature being taken. 
3. For example: 
         Temperatures of individual thin products, such as hamburgers, chicken breasts, filets, 
and sausage patties, must be taken using a thermistor or thermocouple with a thin probe.  If a 
bimetallic, dial-faced stem thermometer or digital stem thermometer is used, patties should 
be stacked, and the stem should be inserted through the center of several portions. 
         Bimetallic, dial-faced stem thermometers are most appropriate for measuring 
temperatures of thick foods.  A dimple mark located on the stem of the thermometer indicates 
the maximum food thickness that can be accurately measured.  In the absence of a dimple 
mark, assure the thermometer is inserted in food at least 1 ½ inches above the tip. 
         Use only oven-safe, bimetallic thermometers when measuring temperatures of food 
while cooking in an oven. 
4. Have food thermometers easily accessible to food service employees during all hours of 
operation. 
5. Clean and sanitize food thermometers before each use.   
6. Wash probe of thermometer by hand with warm, soapy water.   
7. Do NOT immerse dial in water. 
8. Rinse probe with clean, warm water. 
9. Sanitize probe with sanitizing solution approved for food contact surfaces or with alcohol 
swab. 
10. Air dry to minimize the risk of re-contamination. 
11. Store in clean case or sleeve. 
12. Store food thermometers in an area that is clean and where they are not subject to 
contamination or frequent jostling. 
13. Food service employees will use either the ice-point method or boiling-point method to 
verify the accuracy of food thermometers.  This is known as calibrating the thermometer. 
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6 – HACCP Based Using and Calibrating Food Thermometers, cont. (SSOP) 
 
To calibrate using ice-point method: 
Insert the thermometer probe into a cup of crushed ice that consists of 70% ice and 30% water, 
mixed. 
Add enough cold water to remove any air pockets that might remain. 
Allow the temperature reading to stabilize before reading temperature. Temperature 
measurement should be 32 ºF (+ 2 ºF) [or 0 ºC (+ 1 ºC)].  If not, calibrate to this temperature as 
directed below. 
 
To calibrate thermometers to the correct temperatures using a: 
Bimetallic, stemmed, dial-faced thermometer, adjust the temperature by turning the dial while 
securing the calibration nut (located just under or below the dial) with pliers or a wrench. 
Digital thermometer with a reset button, adjust the thermometer according to manufacturer’s 
instructions. 
   
If an inaccurate thermometer cannot be adjusted on-site, discontinue using it and follow the 
manufacturer’s instructions for having the thermometer calibrated. 
 
Monitoring: 
Food service employees will check the accuracy of the food thermometers: 
 At regular intervals (at least once daily) 
  When it is dropped 
  If used to measure extreme temperatures, such as in an oven 
 Whenever accuracy is in question 
 Supervisory employees and food service employees will visually observe that 
 thermometers are being used and calibrated correctly during all hours of operation. 
 
Corrective Action: 
1.Retrain any food service employee found not following the procedures in SOP. 
2.Retrain employees who are using or calibrating food thermometers improperly. 
 
Verification and Record Keeping: 
A responsible trained food service employees(sous chef, etc.) will record the calibration 
temperature and any corrective action taken, if applicable, on the Thermometer Calibration Log 
(see Appendix D) each time a thermometer is calibrated.   
 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log. Calibration Logs will be reviewed by a supervisory employee and will be 
maintained with other records for a minimum of 1 year. 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 
year. 
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6 – HACCP Based Using and Calibrating Food Thermometers, cont. (SSOP) 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


  
By: 


 


 
Date Revised: 


  
By: 
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7 - Preventing Cross-Contamination During Storage and Preparation   
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To reduce foodborne illness by preventing unintentional contamination of food. 
 
Scope:  This procedure applies to food service or other employees who are responsible for 
receiving, storing, preparing, and serving food. 
 
Key Words:  Cross-Contamination, Preparation, Contamination, Storage, Receiving 
 
Instructions: 


1.  Train food service employees on the proper procedures to prevent cross-contamination 
during storage and preparation. 
2.  Wash hands properly using instructions in the Hand-washing SOP. 
3.  Avoid touching ready-to-eat food with bare hands.  Follow instructions in the Using 
Suitable Utensils When Handling Ready-To-Eat Foods SOP. 
4.  Separate raw animal foods from ready-to-eat foods during receiving, storage, and 
preparation.  For example, eggs, fish, meat, and poultry should be separated from fruits, 
vegetables, dry ingredients. 
5.  Separate different types of raw animal foods, such as eggs, fish, meat, and poultry, from 
each other, except when combined in recipes. 
6.  Store raw animal foods in refrigerators or walk-in coolers by placing the raw animal foods 
on shelves in order of cooking temperatures with the raw animal food requiring the highest 
cooking temperature on the lowest shelf.  For example, raw chicken should be stored below 
ground beef. 
7.  Separate unwashed fruits and vegetables from washed fruits and vegetables and other 
ready-to-eat foods. 
8.  Use only dry, cleaned, and sanitized equipment and utensils.  Follow instructions in the 
“Cleaning and Sanitizing Food Contact Surfaces” SOP. 
9.  Clean and sanitize utensils, knives, pans, cutting boards and other food contact surfaces 
between handling of raw and cooked products. 
10. Touch only those surfaces of equipment and utensils that will not come in direct contact 
with food. 
11. Place food in covered containers or packages, except during cooling, and store in the 
refrigerator or cooler. 
12. Designate an upper shelf of a refrigerator or walk-in cooler as the “cooling” shelf.  
Uncover containers of food during the initial quick cool-down phase to facilitate cooling. 
13. Clean the exterior surfaces of food containers, such as cans and jars, of visible soil before 
opening. 
 


Monitoring: 
A designated food service employee will continually monitor food storage and preparation areas 
to ensure that food is not cross-contaminated. 
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7 – HACCP Based Prevent Cross-Contamination During Storage & 
Preparation, cont. (SSOP) 
 
Corrective Action: 
1. Retrain any food service employee found not following the procedures in this SOP. 
2. Separate foods found improperly stored. 
3. Discard ready-to-eat foods that are contaminated by raw eggs, raw fish, raw meat, or raw 


poultry. 
 
Verification and Record Keeping: 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 
year. 
 
 
Date Implemented: 


  
By: 


 


 
Date Reviewed: 


  
By: 


 


 
Date Revised: 


  
By: 
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8 - Cleaning and Sanitizing Food Contact Surfaces 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness by ensuring that all food contact surfaces are properly 
cleaned and sanitized. 
 
Scope:  This procedure applies to all food service employees involved in cleaning and sanitizing 
food contact surfaces.   
 
Key Words:  Food Contact Surface, Cleaning, Sanitizing 
 
Instructions: 
1. Train food service employees who prepare or serve food or who clean areas where foods are 


prepared and served on the proper procedures used to clean and sanitize food contact 
surfaces. 


2. Follow manufacturer’s instructions regarding the use and maintenance of equipment (vacuum 
pack machine) and use of chemicals for cleaning and sanitizing food contact surfaces.  Refer 
to Storing and Using Poisonous or Toxic Chemicals SOP. 


3. Wash, rinse, and sanitize food contact surfaces of sinks, worktables, cutting boards, utensils, 
thermometers, carts, and equipment: 


4. When: 
Before each use. 
Between uses when preparing different types of raw animal foods, such as fish, meat, poultry 
Between uses when preparing ready-to-eat foods and raw animal foods, such as eggs, fish, meat, 
and poultry. 
Any time contamination occurs or is suspected. 
5. Wash, rinse, and sanitize food contact surfaces of sinks, tables, cutting boards, equipment, 


utensils, thermometers, carts, and equipment using the following procedure: 
Wash surface with detergent solution. 
Rinse surface with clean water. 
Sanitize surface using a sanitizing solution mixed at a concentration specified on the 
  manufacturer’s label.   
Place wet items in a manner to allow air drying. 
6. If a 3-compartment sink is used for utensils, cutting boards and removable parts of 


equipment, setup and use the sink in the following manner:   
In the first compartment, wash with a clean detergent solution at or above 110oF or at the 
temperature specified by the detergent manufacturer. 
In the second compartment, rinse with clean water. 
In the third compartment, sanitize with a chemical sanitizing solution mixed at a concentration 
specified on the manufacturer’s label or by immersing in hot water at or above 171oF for 30 
seconds. 
Test the sanitizer concentration using an appropriate test kit. 
Air dry items prior to storing. 
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8 – HACCP Based Cleaning and Sanitizing Food Contact Surfaces, cont. 
(SSOP) 


 
   


7. If a mechanical dish machine is used for utensils, cutting boards and removable parts of 
equipment: 


 
Verify the information on the data plate with the dish machine manufacturer. 
Refer to the information on the data plate for determining wash, rinse, and sanitization (final) 
rinse temperatures; sanitizing solution concentrations; and water pressures, if applicable. 
Follow manufacturer’s instructions for use. 
If using hot water to sanitize: 
For a stationary, single-temperature machine, the temperature of fresh hot water sanitizing rinse 
as it enters the manifold is not more than 194oF and not less than 165oF. 
For all other dishwashing machines with variable wash and rinse temperatures, the temperature 
of fresh hot water sanitizing rinse as it enters the manifold is not more than 194oF and not less 
than 180oF. 
If using chemical to sanitize: 


 
Chemical Minimum/ Maximum 


Concentration 
Minimum Temperature and Time     


 PPM Temperature Time 
Chlorine 50 - 100ppm 75oF 15 seconds 
Iodine 12.5 - 25.ppm 75oF 30 seconds 
Quaternary 
Ammonia 


200 - 300ppm 75oF 30 seconds 


 
Air dry utensils and other food contact items prior to storing. 
 
At end of day, remove strainer screens and clean.  Inspect upper and lower sprayer wash arms 
and nozzles to assure they are not clogged with food or plastic debris.   
 
Remove the wash arms to remove any food build up.  Use chemical de-limer periodically as 
needed if lime build up occurs.  Follow manufacturer’s instructions for cleaning and maintaining 
dish machine. 


 
Monitoring: 
Food service employees will: 


1. During all hours of operation, visually and physically inspect food contact surfaces of 
equipment and utensils to ensure that the surfaces are clean. 


2. In a 3-compartment sink, on a daily basis: 
3. Visually monitor that the water in each compartment is clean. 
4. Take the water temperature in the first compartment of the sink by using a calibrated 


thermometer.   
5. If using chemicals to sanitize, test the sanitizer concentration by using the appropriate test 


kit for the chemical. 
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6. If using hot water to sanitize, use a calibrated thermometer to measure the water 
       temperature.  Refer to Using and Calibrating Food Thermometers SOPs. 
 
      7.   In a dish machine, on a daily basis: 
Visually monitor that the water and the interior parts of machine are clean, free of debris. 
Continually monitor temperature and pressure gauges, if applicable, to ensure that the machine is 
operating according to the data plate. 
For hot water sanitizing dish machine, ensure that food contact surfaces are reaching the 
appropriate temperature by monitoring temperature gauges, by using heat sensitive tape, and/or 
by using maximum registering thermometers. 
For chemical sanitizing dish machine, check the sanitizer concentration on a recently washed 
food-contact surface using an appropriate test kit. 


 
Corrective Action: 
1. Retrain any food service employee found not following the procedures in this SOP. 
2. Wash, rinse, and sanitize dirty food contact surfaces.  Sanitize food contact surfaces if it is 


discovered that the surfaces were not properly sanitized.  Discard food that comes in contact 
with food contact surfaces that have not been sanitized properly. 


3. For a 3-compartment sink:    
Drain and refill compartments periodically and as needed to keep the water clean. 
Adjust the water temperature by adding hot water until the desired temperature is reached. 
Add more sanitizer or water, as appropriate, until the proper concentration is achieved.   
4. For a dish machine: 
Drain and refill the machine periodically and as needed to keep the water clean.   
Contact the appropriate individual(s) to have the machine repaired if the machine is not reaching 
the proper wash temperature indicated on the data plate. 
For a hot water sanitizing dish machine, retest temperatures by running the machine again.  If the 
appropriate water temperature is still not achieved on the second run, contact the appropriate 
individual(s) to have the machine repaired.  Wash, rinse, and sanitize in the 3-compartment sink 
until the machine is repaired or use disposable single service/single-use items if a 3-compartment 
sink is not available. 
For a chemical sanitizing dish machine, check the level of sanitizer remaining in bulk container.  
Fill, if needed.  “Prime” the machine according to the manufacturer’s instructions to ensure that 
the sanitizer is being pumped through the machine. Retest - If the proper sanitizer concentration 
level is not achieved, stop using the machine and contact the appropriate individuals(s) to have it 
repaired. 
 
Use a 3- compartment sink to wash, rinse, and sanitize until the machine is repaired. 
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8 – HACCP Based Cleaning and Sanitizing Food Contact Surfaces, cont. 
(SSOP) 


 
Specific Cleaning Instructions: 
 
1. VACUMM PACK MACHINE: 
 -  Disconnect from power supply. 
 -  Dismantle as necessary for proper cleaning. Parts are placed in the designated 
 containers, racks, or area. 
 -  Rinse parts with water. Clean with approved cleaner, scrub as needed to remove soil. 
 -  Rinse away detergent and loosened soil from parts with warm water. 
 -  Inspect for effectiveness of cleaning -- re-clean if necessary. 
 -  Apply sanitizer (180° F water or chemical sanitizer) to grinder and grinder parts. 
 
2.   OTHER EQUIPMENT: 
 -  Remove all parts and rinse with cold water. 
 -  Brush inside and out of drum thoroughly. 
 -  Rinse thoroughly with hot water. 
 -  Inspect for effectiveness of cleaning - re-clean if necessary. 
 -  Apply sanitizer (180° F water or chemical sanitizer). 
 
Storage Areas: 
Performed as needed: 


1. Straighten up and organize; pick up and discard trash. 
2. Clean any area requiring it. 
3. Sweep and mop floor as needed. 


 
Verification and Record Keeping: 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 
year. 
 
 


Date Implemented:  By:  
 
Date Reviewed: 


  
By: 


 


 
Date Revised: 


  
By: 
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9 - Pest Control 
HACCP Standard Sanitation Operating Procedures 
 
Purpose: Efforts will be made to ensure that pests are controlled in the foodservice department, 
including the use of a licensed Pest Control Operator (PCO). 
 
Scope:  Restaurant policy is to use an Integrated Pest Management (IPM) program. 
 
Keywords:  Pests, Integrated Pest Management (IPM), Pest Control Operator (PCO) 
 
Instructions: 
Deny access to pests 


1. Use reputable suppliers for all deliveries. 
2. Check all deliveries before they enter the foodservice establishment. 
3. Refuse shipments that have signs of pest infestation. 
4. Keep all exterior openings closed tightly. Check doors for proper fit as part of the regular 


cleaning schedule. 
5. Report any signs of pests to the Foodservice Manager. 
6. Report any openings, cracks, broken seals, or other opportunities for pest infestation to 


the Foodservice Manager. 
 


Deny pests food, water, and a hiding or nesting place 
1. Dispose of garbage quickly and correctly.  Keep garbage containers clean, in good 


condition, and tightly covered in all areas (indoor and outdoor).  Clean up spills around 
garbage containers immediately. Wash, rinse, and sanitize containers regularly. 


2. Store recyclables in clean, pest-proof containers away from the building. 
3. Store all food and supplies as quickly as possible. 


-  Keep all food and supplies at least six inches off the floor and six inches away from 
walls. 
-  Refrigerate foods such as powdered milk, cocoa, and nuts after opening. These 
foods attract insects, but most insects become inactive at temperatures below 41ºF. 


4. Use FIFO (First In, First Out) inventory rotation, so pests do not have time to settle into 
these products and breed. 


5. Wet towels and mop heads should be taken to the laundry area at the end of each shift to 
minimize the risk of infestation by pests. 


6. Clean and sanitize the facility thoroughly and regularly. Careful cleaning eliminates the 
food supply, destroys insect eggs, and reduces the number of places pests can take shelter. 
 


Use and Storage of Pesticides 
The PCO should decide if and when pesticides should be used in the facility. PCOs are trained to 
determine the best pesticide for each pest, and how and where to apply it. The PCO should store 
and dispose of all pesticides used in the facility. If any pesticides are stored, follow these 
guidelines: 
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9 – HACCP Based Pest Control, cont. (SSOP) 
 


1. Keep pesticides in their original containers. 
2. Store pesticides in locked cabinets away from food-storage and food-preparation areas. 
3. Store aerosol or pressurized spray cans in a cool place.  Exposure to temperatures higher 


than 120ºF could cause them to explode. 
4. Check local regulations before disposing of pesticides. Many are considered hazardous 


waste materials. 
5. Dispose of empty containers according to manufacturers’ directions and local regulations. 
6. Keep a copy of the corresponding Material Safety Data Sheets (MSDS) on the premises. 
7. Refer to SOP Storing and Using Poisonous or Toxic Chemicals. 
 


Monitoring: 
The Foodservice Manager will: 


1. Supervise daily cleaning routines. 
2. Monitor completion of all cleaning tasks daily against the master cleaning schedule. 
3. Review and change the master cleaning schedule every time there is a change in 


menu, procedures, or equipment. 
4. Request employee input in the program during staff meetings. 
5. Conduct routine inspections of the facility. 
6. Follow up with staff’s observations and PCO as necessary. 


 
Corrective Action: 
Review infestation and control issues with PCO.   Take necessary steps to control and/or 
eliminate pests. 
 
Verification and Record Keeping: 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log.   
File all PCO / IPM records with HACCP records. 
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 
year. 
 
Date Implemented:  By:  
 
Date Reviewed: 


  
By: 


 


 
Date Revised: 


  
By: 
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10 – Receiving Deliveries 
HACCP Standard Sanitation Operating Procedures 
Purpose:  To ensure that all food is fresh and safe when it enters the food service operation and 
is stored safely and quickly.   
 
Scope:  This procedure applies to food service or other employees who are responsible for 
receiving and storing food. 
 
Key Words:  Cross-Contamination, Temperatures, Receiving, Holding, Frozen Foods, Delivery 
 
Instructions: 
1. Train food service employees who accept deliveries on proper receiving procedures. 
2. Schedule deliveries to arrive at designated times during operational hours when possible. 
3. Post the delivery schedule, including the names of vendors, days and times of deliveries, and 


drivers’ names. 
4. Establish a rejection policy to ensure accurate, timely, consistent, and effective refusal and 


return of rejected goods. 
5. Organize freezer and refrigeration space, loading docks, and store rooms before deliveries to 


assure foods are placed in storage in a timely manner. 
6. Have tools available at the time of delivery.  These include: product specification lists and 


purchase orders, temperature logs, calibrated thermometers, pens, flashlights, and clean 
loading carts. 


7. Keep receiving area clean and well lighted. 
8. Do not touch ready-to-eat foods with bare hands. 
9. Determine whether foods will be marked with the date arrival or the “use by” date and mark 


accordingly upon receipt. 
10. Compare delivery invoice against products ordered and products delivered. 
11. Inspect the delivery truck when it arrives to ensure that it is clean, free of putrid odors, and 


organized to prevent cross-contamination.  Be sure refrigerated foods are delivered on a 
refrigerated truck. 


12. Check the interior temperature of refrigerated trucks.    
13. Confirm vendor name, day and time of delivery, as well as driver’s identification before 


accepting delivery.  If driver’s name is different from what is indicated on the delivery 
schedule, contact the vendor immediately. 


14. Check frozen foods to ensure that they are all frozen solid and show no signs of thawing and 
refreezing, such as the presence of large ice crystals or liquids on the bottom of cartons. Use 
infrared or other thermometers to check surface temperatures if desired. 


15. Check the temperature of refrigerated foods. 
For fresh meat, fish, and poultry products, insert a clean and sanitized thermometer into the 
center of the product to ensure a temperature of 41 ºF or below.   
For packaged products, insert a food thermometer between two packages being careful not to 
puncture the wrapper or use an infrared thermometer.  If the temperature exceeds 41 ºF, it may be 
necessary to take the internal temperature before accepting. 
For eggs milk and Molluscan shellfish, the interior temperature of the truck should be 45 ºF or 
below
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10 – HACCP Based Receiving Deliveries, cont. (SSOP)      
 
 
16. Check dates of milk, eggs, and other perishable goods to ensure safety and quality. 
17. Check the integrity of food packaging.   
18. Check the cleanliness of crates and other shipping containers before accepting products.  Reject 


foods that are shipped in dirty crates. 
19. Transfer foods to their appropriate storage locations as quickly as possible. 
 
Monitoring: 
The food service manager or designated employee will verify that food service employees are 
receiving products using the proper procedure by visually monitoring receiving practices during the 
shift and reviewing the invoices or Receiving Log (see Appendix D). 
 


 Corrective Action: 
Reject the following: 
  1.  Frozen foods with signs of previous thawing. 
  2.  Cans that have signs of deterioration – swollen sides or ends, flawed seals or seams, 
 dents, or rust. 
  3.  Punctured packages. 
  4.  Expired foods. 
  5.  Foods that are out of safe temperature zone or deemed unacceptable by the established  
 rejection policy. 
 


 Verification and Record Keeping: 
 Record the temperature and the corrective action on the delivery invoice and the Receiving Log. 


Invoices/logs will be maintained with other records for a minimum of 2 years. 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate that 
monitoring is being conducted as specified.  The executive chef, general manager or PIC will verify 
that food service employees are following this policy by visually observing the employees during all 
hours of operation, review Food Safety Check List and initial record keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 year 
 
Date Implemented:  By:  
 
Date Reviewed: 


  
By: 


 


 
Date Revised: 


  
By: 
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11 - Washing Fruits and Vegetables 
HACCP Standard Sanitation Operating Procedures 


  
      Purpose:  To prevent or reduce risk of foodborne illness or injury by contaminated fruits and  


vegetables. 
 


Scope:  This procedure applies to food service or other employees who are responsible for receiving, 
storing, preparing, and serving food. 
 
Key Words:  Fruits, Vegetables, Cross-Contamination, Washing 


 
•  Instructions: 


• Use proper hand washing procedures to wash hands and exposed arms prior to preparing or 
handling fruits and vegetables. 


• Follow State or local health department requirements. 
• Wash hands using the proper procedure. 
• Wash, rinse, sanitize, and air-dry all food-contact surfaces, equipment, and utensils that will 


be in contact with produce, such as cutting boards, knives, and sinks. 
• Follow manufacturer’s instructions for proper use of chemicals. 
• Wash all raw fruits and vegetables thoroughly before combining with other ingredients, 


including: 
• Unpeeled fresh fruit and vegetables that are served whole or cut into pieces. 
• Fruits and vegetables that are peeled and cut to use in cooking or served ready-to-eat.   
• Wash fresh produce vigorously under cold running water. 
• Scrub the surface of firm fruits or vegetables such as apples or potatoes using a clean and 


sanitized brush designated for this purpose. 
• Remove any damaged or bruised areas. 
• Label, date, and refrigerate fresh-cut items. Refer to the Date Marking Ready-to-Eat, 


Potentially Hazardous Food SOP 
• Serve cut melons within 7 days if held at 41 ºF or below.  Refer to the Date Marking Ready-


to-Eat, Potentially Hazardous Food SOP 
• Do not serve raw seed sprouts to highly susceptible populations such as young children, 


pregnant women and the elderly. 
  
 Monitoring: 
 The food service manager or designated employee will visually monitor that fruits and vegetables 


are being properly washed, labeled, and dated during all hours of operation.  In addition, food 
service employees will check daily the quality of fruits and vegetables in cold storage. 


 
 


 Corrective Action: 
 Retrain any foodservice employee found not following the procedures in this SOP. Remove 


unwashed fruits and vegetables from service and wash immediately before being served. 
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 11 – HACCP Based Washing Fruits and Vegetables, cont. (SSOP)    
 


  
 Verification And Record Keeping: 
 A supervisor or other designated employee will complete the Food Safety Checklist to indicate that 


monitoring is being conducted as specified.  The executive chef, general manager or PIC will verify 
that food service employees are following this policy by visually observing the employees during all 
hours of operation, review Food Safety Check List and initial record keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 year. 


 
 
Date Implemented:  By:  
 
Date Reviewed: 


  
By: 


 


 
Date Revised: 


  
By: 
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12 - Controlling Time and Temperature During Preparation 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness by limiting the amount of time that potentially hazardous 
foods are held in the temperature danger zone during preparation. 
 


 Scope:  This procedure applies to food service or other employees who are responsible for preparing 
and serving food. 


 
 Key Words:  Cross-Contamination, Time and Temperature Control, Food Preparation, Temperature 


Danger Zone 
 


 Instructions: 
1.  Train food service employees on the proper procedures used when controlling time and 
temperature during preparation.   
2.  Use a clean, sanitized, and calibrated probe thermometer to take temperatures during 
preparation.  Refer to the Using and Calibrating Food Thermometers SOP. 
3.  Wash hands prior to preparing foods.  Refer to the Handwashing SOP. 
4.  Use clean and sanitized equipment and utensils while preparing food. 
5.  Separate raw foods from ready-to-eat foods by keeping them in separate containers until ready 
to use and by using separate dispensing utensils.  Refer to the Preventing Cross-Contamination 
During Storage and Preparation SOP. 
6.  Pre-chill ingredients for cold foods, such as vegetables, salads, and cut melons, to 
41 ºF or below before combining with other ingredients. 
7.  Prepare foods as close to serving times as the menu will allow. 
8.  Prepare food in batch amounts to limit the time for preparation of any batches of food so that 
ingredients are not at room temperature for more than 1 hour before cooking, serving, or being 
returned to the refrigerator. 
9.  Limit the total, combined time that food is allowed to be in the temperature danger zone to 4 
hours. 
10.  If potentially hazardous foods are not cooked or served immediately after preparation, 
quickly chill.  Refer to the Cooling Potentially Hazardous Foods SOP. 


 
 Monitoring: 
 A supervisory or other designated employee will ensure that foods are maintained at safe 


temperatures and are not allowed to be in the temperature danger zone for more than 4 hours. Clean, 
sanitized thermometers will be used to check temperatures. 


 
 Corrective Actions: 


1.  Retrain any food service employee found not following the procedures in this SOP. 
2.  Begin the cooling process immediately after preparation is complete. 
3.  Rapidly cool ready-to-eat & ROP foods or foods that will have additional cooking at a later time. 
4.  Immediately return ingredients to the refrigerator if the anticipated preparation completion time is 
expected to exceed I hour. 
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12 – HACCP Based Controlling Time and Temperature During Preparation, cont. 
(SSOP) 


 
 
Verification and Record Keeping: 


 A supervisor or other designated employee will complete the Food Safety Checklist to indicate that 
monitoring is being conducted as specified.  The executive chef, general manager or PIC will verify 
that food service employees are following this policy by visually observing the employees during all 
hours of operation, review Food Safety Check List and initial record keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 year. 


 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


  
By: 


 


 
      Date Revisited: 


 
  


 
By: 


 







 


 
                                     


31 
 


13 - Cooking Potentially Hazardous Foods 
HACCP Standard Sanitation Operating Procedures 
 
Purpose: To prevent foodborne illness by ensuring that all foods are cooked to the appropriate internal 
temperature. 
 
Scope: This procedure applies to food service or other employees who are responsible for preparing, 
cooking, reheating and serving food. 
 
Key Words: Cross-Contamination, Temperatures, Cooking 
 
Instructions: 
1. Train food service employees who prepare or serve food on how to use a food thermometer and cook 
foods using this procedure. 
2.  If a recipe contains a combination of meat products, cook the product to the highest required temperature.   
3.  Cook products to the following temperatures: 
- 140 oF for 15 seconds 


Commercially pre-cooked ready-to-eat meat (ham, roast beef, turkey, etc.) 
- 145 oF for 15 seconds 


Fish 
Beef, lamb, pork, veal—steaks or chops 
Beef, pork, ham—roasts (hold 4 minutes) 


- 155 oF for 15 seconds 
Ground beef and other ground meats 
Raw pork, ham and sausage 
Egg dishes 
Game animals 


- 165 oF for 15 seconds 
  Poultry 
  Leftovers 
  Soups, stews, casseroles 
  Stuffed meat, poultry, fish and pasta 
- 135ºF for 15 seconds 
  Vegetables 
  Fruits 
- Whole beef roasts, corned beef roasts, pork roasts, and cured pork roasts, including but not limited to ham, 
shall be cooked in a pre-heated oven and to an internal temperature of 145°F±2°, or held at 130°F±2° for at 
least 112 minutes, or to a temperature as provided in the guidance document provided in Safe Cooking 
Temperatures (see Appendix A) 
 
4.  Use a clean, sanitized, and calibrated probe thermometer (preferably a thermocouple). 
5.  Avoid inserting thermometer into pockets of fat or near bones when taking internal cooking temps.   
6.  Take at least two internal temperatures from each batch of food by inserting the thermometer into the 
thickest part of the product (usually the center). 
   
7.  Take at least two internal temperatures of each large food item, to ensure that all parts of the product reach 
the required cooking temperature. 
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13 - HACCP Based Cooking Potentially Hazardous Foods, cont. (SSOP) 
 
 
Monitoring: 
Temperatures will be taken at the end point of cooking and recorded on logs.  These logs will be monitored 
by a supervisory employee to ensure that the temperatures meet the minimum standards. 
 
Corrective Action: 
Continue cooking food until the internal temperature reaches the required temperature. 
 
Verification and Record Keeping: 
Food service employees will record product name, time, the temperature/time, and any corrective action 
taken on the Cooking-Reheating Temperature Log (or other appropriate temperature log).   
 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate that 
monitoring is being conducted as specified.  The executive chef, general manager or PIC will verify that food 
service employees are following this policy by visually observing the employees during all hours of 
operation, review Food Safety Check List and initial record keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 year. 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


 
 


 
By: 


 


 
Date Revised: 


  
By: 
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14- Holding ROP Hot and Cold Potentially Hazardous Foods 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness by ensuring that all potentially hazardous foods are held 
at the proper temperature. 
 
Scope:  This procedure applies to food service or other employees who are responsible for 
preparing, cooking, re-heating and serving food. 
 
Key Words: Cross-contamination, Temperatures, Holding, Hot Holding, Cold Holding, Storage 
 
Instructions: Hold cold foods at 41 ºF or below. 


1. Use a clean, sanitized, and calibrated probe thermometer to measure the temperature 
of the food.   


2. Take temperatures of foods by inserting the thermometer near the surface of the 
product, at the thickest part, and at other various locations. 


3. Take temperatures of holding units by placing a calibrated thermometer in the coolest 
part of a hot holding unit or warmest part of a cold holding unit. 


4. For hot foods held for service:   
5. Verify that the air/water temperature of any unit is at 135 ºF or above before use. 
6. Reheat foods in accordance with Reheating Potentially Hazardous Foods SSOP. 
7. All hot potentially hazardous foods should be cooked to their proper internal 


temperature for that food items (see Appendix A) 
8. Take the internal temperature of food before removing from ROP cooking equipment 


and at least every 2 hours thereafter, record on Temperature Log. 
9. For cold foods held for service: 
10. Place HACCP foods in designated, separated section of walk-in cooler, marked. 


1. Take the internal temperature of the food before placing it into designated   
 HACCP  walk-in cooler. 


11. Chill food in accordance with the Cooling Potentially Hazardous Foods SOP if the 
food is not 41oF or below. 


12. Follow (135oF-70oF  within 2 hours; 70oF- 41oF within 4 hours  - total 6 hours) 
13. Verify that air temperature of cold holding unit is at 41oF or below before use 
14. Train food service employees who prepare or serve food about proper ROP hot and 


cold holding procedures.  Include in the training a discussion of the temperature 
danger zone, equipment handling, cleaning, food grade packaging, temperature 
controls. 


15. Follow State or local health department requirements regarding required ROP hot and 
cold holding temperatures.  State and local health department requirements are based 
on the 2009 FDA Food Code: 


16. Hold hot foods at 135 ºF or above. 
17. And at least every 4 hours thereafter during all hours of operation.
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14 - HACCP Based Holding ROP Hot & Cold Potentially Hazardous Foods, cont. 
(SSOP) 
 
Monitoring: 
Temperature logs will be monitored to ensure that foods are held at proper temperatures.  Potentially 
hazardous hot foods shall be held above 135oF and potentially hazardous cold foods below 41oF. Foods 
will not be held longer than 7 days. 
 
Corrective Action: 
1.  For hot foods: 


Reheat the food to 165 ºF for 15 seconds if the temperature is found to be below 135 ºF and the 
last temperature measurement was 135 ºF or higher and taken within the last 2 hours.  
Repair or reset holding equipment before returning the food to the unit, if applicable. 


Discard the food if it cannot be determined how long the food temperature was below 135 ºF. 
2.  For cold foods: 
  Rapidly chill the food using an appropriate cooling method if the temperature is found 


to be above 41 ºF and the last temperature measurement was 41 ºF or below and taken 
within the last 2 hours:   


  Place food in shallow containers (no more than 4 inches deep) and uncovered on the 
  top shelf in the back of the walk-in or reach-in cooler. 
  Use a quick-chill unit like a blast chiller. 
  Stir the food in a container placed in an ice water bath. 
  Add ice as an ingredient. 
  Separate food into smaller or thinner portions. 
  Repair or reset holding equipment before returning the food to the unit, if applicable. 
  Discard the food if it cannot be determined how long the food temperature was above 


 41 ºF. 
 
Verification and Record Keeping: 
Food service employees will record temperatures of food items and document corrective actions taken 
on the Time and Temperature for Holding log.   
A supervisor or other designated employee will complete the Food Safety Checklist to indicate that 
monitoring is being conducted as specified.  The executive chef, general manager or PIC will verify 
that food service employees are following this policy by visually observing the employees during all 
hours of operation, review Food Safety Check List and initial record keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 year. 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


 
 


 
By: 


 


 
Date Revised: 


  
By: 


 


 
 







 


 
                                       


35 
 


 
15 - Using Time Alone as a Public Health Control to Limit Bacteria Growth in PHF 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness by ensuring that potentially hazardous foods are not held in the 
temperature danger zone for more than 4 hours before being cooked or served. 
 
Scope:  This procedure applies to food service or other employees who are responsible for preparing, 
cooking, re-heating and serving food. 
 
Key Words:  Temperatures, Holding, Time As a Public Health Control 
 
Instructions: 
1. Train food service employees on the proper procedures used when using time alone as a public 


health control to limit bacteria growth in potentially hazardous foods.   
2. Refer to the Using and Calibrating Food Thermometers SOP. 
3. Establish written procedures that clearly identify the: 


- Specific foods for which time rather than temperature will be used to limit bacteria growth. 
- Corrective procedures that are followed to ensure that foods are cooled properly.  Refer to the 


Cooling Potentially Hazardous Foods SOP. 
- Marking procedures used to indicate the time that is 4 hours past the point when the food is 


removed from temperature control, such as an oven or refrigerator. 
- Procedures that are followed when food is in the danger zone for greater than 4 hours. 
- As soon as you remove a food item from cold holding you must record on the food’s container: 


Time food item was removed. 
Temperature of the food item when removed from cold holding. 
Time food item will be discarded four hours later. 
4. Cook raw, potentially hazardous food within 4 hours of removing it from refrigeration or freezer 


units. 
5. Do not keep cooked or raw, potentially hazardous, ready-to-eat food for more than 4 hours after it 


has been removed from hot or cold holding units.   
6. Avoid mixing different batches of food together in the same container.  If different batches of food 


are mixed together in the same container, use the time associated with the first batch of food as the 
time by which to cook, serve, or discard all the food in the container. 


 
Monitoring: 
Food service employees will continually monitor that foods are properly marked or identified with the 
time that is 4 hours past the point when the food is removed from temperature control. 
 
Food service employees will continually monitor that foods are cooked, served, or discarded by the 
indicated time. 
 
Corrective Action: 
1. Retrain any food service employee found not following the procedures in this SOP. 
2. Discard unmarked or unidentified food or food that is noted to exceed the 4-hour limit. 
3. Food not served past the 4 hours must be thrown away regardless.
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15 – HACCP Based Using Time Alone as a Public Health Control to Limit 
Bacteria Growth in Potentially Hazardous Foods, cont. (SSOP) 
 


 
Verification and Record Keeping: 
Food service employees will mark or otherwise identify food as specified in the Instructions 
Section of this SOP.   
 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of  
year. 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


 
 


 
By: 


 


 
Date Revised: 


  
By: 
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16 - ROP / Sous Vide Requirements & Procedures 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness by ensuring that all foods that are sous vide cooked by 
follow California Health and Safety Code guidelines. 
 
Scope:  This procedure applies to food service or other employees who are responsible for 
receiving, storing, preparing, cooking, re-heating and serving food. 
 
Key Words:  Temperatures, Cooling, Cold Holding, ROP, Sous Vide 
 
Instructions: 


1. A list of specific foods that will be processed using Sous Vide methods for on-site 
 consumption is included in HACCP Plan along with detailed recipes instructions. 


2. Food to be fully cooked as per California Health and Safety Code (Section 
 114004) final  cooking temperature requirements. 


3. Food produced under Sous Vide process will be bagged immediately before cooking. 
4. Food to be protected from contamination before, during, and after cooking. 
5. Food to be placed in the oxygen barrier bag and sealed before cooking (sous vide) 
6. Food packages to be labeled with the product name and date/time packaged. 
7. Food to be cooled in the bag to 41ºF within 6 hours as per California Health and Safety 


 Code (Section 114002) cooling requirements and then: 
a.  Held at 41ºF or less for no more than 7 days, at which time the food must be 


consumed or discarded. 
b. Sous Vide foods will not be frozen. 


        8.  Food packages to be held in a refrigeration unit equipped with a continuous 
 electronic temperature monitoring system that is visually examined at least twice  a day. 
       9. The ROP product will not be transported off-site to a satellite location. 
     10. ROP food produced under a Sous Vide process will be bagged immediately before   
 cooking. 
     11. The restaurant will maintain records that document and confirm cooling and cold 
 holding time/temperature requirements have been met. 
     12. All necessary SOP standard operational procedures will be followed: 
 a.  Prohibit bare hand contact with ready-to-eat food prior to being vacuum 
 packaged. 
 b.  Identify a designated vacuum packaging work area. 
  c.  Delineate measures to prevent cross contamination between raw and ready-to-eat 
 foods prior to and during vacuum packaging. 
  d.  Cleaning and sanitizing procedures for food contact surfaces and the vacuum  
 packaging machine. 
    11.   Access to vacuum packaging area is limited to trained HACCP staff that are familiar 


 with the hazards associated with the operation. 
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16 – HACCP Based ROP Sous Vide Requirements & Procedures, cont. (SSOP) 
 
12.    All ROP foods will be stored in accordance with a “First-in/First-out” storage 


 rotation procedure and will be discarded in accordance with the HACCP plan. 
13.   The HACCP training program for employees responsible for the preparation of the foods 
 that are to be processed using sous vide methodology will include a supervisory 
 training plan that addresses the food safety issues of concern.                                                                                                                                             
14.  Included in HACCP Plan are the flow diagrams of the specific foods for which the 
 HACCP plan - fruits and vegetables and meats.  All critical control points are identified 
 and the following information is listed: 


a.   Ingredients, materials, and equipment used in the preparation of that food. 
b. Recipes that delineate methods and procedural control measures that address the food 


safety concerns involved. 
15.   Listed in the HACCP Plan are the Standard Operating Procedures that will be followed 
 which  will include and identify the following: 
       a.   Each critical control point. 
       b.   The critical limits for each critical control point. 


c.  The method and frequency for monitoring and controlling each critical control point 
by the food employee designated by the person in charge. 


d.  The method and frequency for the person in charge to routinely verify that the food 
employee is following standard operating procedures and monitoring critical control 
points. 


e.  Action to be taken by the person in charge if the critical limits for each critical control 
point are not met. 


f.   Records to be maintained by the person in charge to demonstrate that the HACCP plan 
is properly operated and managed. 


16.   Record retention procedures will be kept for 2 years, in the Executive Chef's office, 
 filed according to month, the day and the year. 


a.   Applicable HACCP training is provided and documented for food employees who 
work in the preparation of food for which an HACCP Plan has been implemented. All 
training given to food employees shall be documented as to date, trainer, and subject; 
training documentation will be kept up to 2 years. 


b.  The executive chef operating the restaurant pursuant to a HACCP has designated at 
least one person to be responsible for verification of the HACCP Plan. Training for 
the designated person shall include the seven principles of HACCP and the contents 
of the HACCP Plan. 


c.  A list of trained, authorized employees is listed in the HACCP Plan. 
 
Monitoring: 
Food service employees will follow the monitoring procedures as they are defined and outline in 
the HACCP Plan.   
 
All HACCP Logs listed on the HACCP Plan shall be initialed and collected weekly. Those logs 
will be retained in the Executive Chef's HACCP  file for 1 year. 
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16 – HACCP Based ROP/Sous Vide Requirements & Procedures, cont. 
(SSOP) 


 
Food service employees will continually monitor that foods are cooked, chilled, or discarded by 
the indicated time. 
 
Corrective Action: 
1.   Retrain any food service employee found not following the procedures in this SOP. 
2.   Discard unmarked or unidentified food or food that is not recording on the HACCP Log. 


 
Verification and Record Keeping: 
Food service employees will mark or otherwise identify food as specified in the Instructions 
Section of this SOP.   
 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 
year. 
 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


 
 


 
By: 


 


 
Date Revised: 


  
By: 
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17 - Date Marking for ROP/Sous Vide, Potentially Hazardous Food 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To ensure appropriate rotation of ROP/ Sous Vide food to prevent or reduce foodborne 
illness from Listeria monocytogenes and Clostridium Botulinum. 
 
Scope:  This procedure applies to food service or other employees who are responsible for 
storing, preparing, cooking, re-heating and serving food. 
 
Key Words:  ROP, Sous Vide, Potentially Hazardous Food, Date Marking, Cross-Contamination 
 
Instructions: 
Follow ROP / Sous Vide date marking system and train HACCP employees accordingly.   
Label ALL ROP / Sous Vide foods that are prepared on-site.   
For Special Processes ROP / Sous Vide Labeling will contain: 
  Product name 
  Date product was packaged 
  Date of expiration 
  Initial of the cook 
Label any processed, ready-to-eat, potentially hazardous foods when opened. 
Refrigerate all ROP/ Sous Vide foods at 41º F or below. 
Refrigerate all ROP/ Sous Vide foods at 41º F or below; hold only 7 days. 
Serve or discard refrigerated, ROP / Sous Vide foods within 7 days. 
Limits the refrigerated shelf life to no more than 7 calendar days, from packaging to 
consumption. 


 
Monitoring: 
A designated HACCP employee will check refrigerators daily to verify that foods are date 
marked properly and that foods exceeding the 7-day time period are discarded.   


 
Corrective Action: 
Foods that are not date marked or that exceed the 7-day time period will be discarded.   
 
Verification and Record Keeping: 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 
year. 
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17 – HACCP Based ROP/Sous Vide Date Marking, Potentially Hazardous 
Food, cont. (SSOP) 
 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


 
 


 
By: 


 


 
Date Revised: 


  
By: 
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18 - Serving Food 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness by ensuring that all foods are served in a sanitary 
manner. 
 
Scope:  This procedure applies to food service employees who serve food. 
 
Key Words:  Cross-Contamination, Service 
 
Instructions: 
• Train food service employees on the proper procedures used when serving food.  Refer to the 


Using and Calibrating Food Thermometers. 
• Follow the Employee Health Policy (see Appendix B). 
• Wash hands before putting on disposable gloves, each time the gloves are changed, when 


changing tasks, and before serving food with utensils.  Refer to the Handwashing SOP. 
• Avoid touching ready-to-eat foods with bare hands.  Refer to the Using Suitable Utensils 


when Handling Ready-To-Eat Foods SOP. 
• Handle plates by the edge or bottom; cups by the handle or bottom; and utensils by the 


handles. 
• Store utensils with the handles up or by other means to prevent contamination. 
• Hold potentially hazardous food at the proper temperature – above 135°F.  Refer to the 


Holding Hot and Cold Potentially Hazardous Foods SOP. 
• Hold potentially hazardous food at the proper temperature – below 41°F.  Refer to the 


Holding Hot and Cold Potentially Hazardous Foods SOP. 
• Serve food with clean and sanitized utensils or by using hands covered with clean, disposable 


gloves. 
• Store in-use utensils properly.   
• Date mark and cool potentially hazardous foods or discard leftovers.  Refer to the Date 


Marking ROP, Potentially Hazardous Foods, and Cooling Potentially Hazardous Foods 
SOPs. 


 
Monitoring: 
A supervisory or other designated employee will visually observe that food is being served in a 
manner that prevents contamination during all hours of service. 
 
Corrective Action: 
1.  Retrain any food service employee found not following the procedures in this SOP. 
2.  Replace improperly handled plates, cups, or utensils; wash the improperly handled item(s). 
3.  Discard ready-to-eat food that has been touched with bare hands. 
4.  Follow the corrective actions identified on the HACCP Plan. 
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18 – HACCP Based Serving Food, cont. (SSOP)       
 
Verification and Record Keeping: 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 
year. 
 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


 
 


 
By: 


 


 
Date Revised: 


  
By: 
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19 - Cooling ROP Potentially Hazardous Foods 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness caused by improper cooling procedures. 
 
Scope:  This procedure applies to food service or other employees who are responsible for 
preparing, cooking, cooling, re-heating and serving food. 
 
Key Words:  Cross-Contamination, Temperatures, Cooling, Holding 
 
Instructions: 
1.  Train food service employees who prepare or serve food on how to use a food thermometer 
and how to cool foods using this procedure. 
2.  Modify menus, production schedules, and staff work hours to allow for implementation of 
proper cooling procedures.   
3.  Prepare and cool food in small batches.   
4.  Chill food rapidly using an appropriate cooling method: 


• Place food in shallow containers (no more than 4 inches deep) and uncovered on the 
top shelf in the back of the walk-in or reach-in cooler. 


• Use a quick-chill unit such as a blast chiller. 
• Stir the food in a container placed in an ice water bath. 
• Stir the food using a chilling paddle designed for cooling foods quickly. 
• Add ice as an ingredient. 
• Separate food into smaller or thinner portions. 
• Pre-chill ingredients and containers used for making bulk items such as salads. 
5.  Chill cooked, hot food from: 
- 135 ºF to 70 ºF within 2 hours.  Take corrective action immediately if food is not chilled 


from 135 ºF to 70 ºF within 2 hours. 
- 70 ºF to 41 ºF or below in remaining time. The total cooling process from 135 ºF  to 41 


ºF may not exceed six hours.  Take corrective action immediately if food is not 
chilled from 135 ºF to 41 ºF within the 6-hour cooling process. 


 6.  Chill prepared, ready-to-eat foods such as tuna salad and cut melons from 70 ºF to 41  
 ºF or below within 4 hours.  Take corrective action immediately if ready-to-eat  
 food is not chilled from 70 ºF to 41 ºF within 4 hours. 
 7.  For ROP / Sous Vide: 
   The following is the procedure we will follow for Sous Vide: 
  Cooled to 41°F±2° in the package or bag within a total of 6 hour cooling period;  
 then refrigerated immediately to 41 ºF or below. 
 
Monitoring: 
Use a clean, sanitized, and calibrated probe thermometer to measure the internal temperature of 
the food during the cooling process.   
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19 – HACCP Based Cooling ROP Potentially Hazardous Foods, cont.  (SSOP) 
 
Monitor temperatures of ROP products every hour throughout the cooling process by inserting a 
thermometer into the center of the food and at various locations in the product. 
 
Corrective Action: 
1. Reheat cooked, hot food to 165 ºF for 15 seconds and start the cooling process again using a 


different cooling method when the food is: 
 Above 70 ºF and 2 hours or less into the cooling process; and 
 Above 41 ºF and 6 hours or less into the cooling process. 
2. Discard cooked, hot food immediately when the food is: 
 Above 70 ºF and more than 2 hours into the cooling process; or 
 Above 41 ºF and more than 6 hours into the cooling process. 
 
Verification and Record Keeping: 
Food service employees will record temperatures and corrective actions taken on the Cooling 
Temperature Log (see Appendix D).   
 
A supervisor or other designated employee will complete the Food Safety Checklist to indicate 
that monitoring is being conducted as specified.  The executive chef, general manager or PIC 
will verify that food service employees are following this policy by visually observing the 
employees during all hours of operation, review Food Safety Check List and initial record 
keeping log.   
 
The Food Safety Checklists and Logs will be maintained with other records for a minimum of 1 
year. 
 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


 
 


 
By: 


 


 
Date Revised: 


  
By: 
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20 - Reheating Potentially Hazardous Food 
HACCP Standard Sanitation Operating Procedures 
 
Purpose:  To prevent foodborne illness by ensuring that all ROP foods are reheated to the 
appropriate internal temperature. 
 
Scope:  This procedure applies to food service or other employees who are responsible for 
preparing, cooking, re-heating and serving food. 
 
Key Words:  Cross-Contamination, Temperatures, Reheating, Holding, Hot Holding 
 
Instructions: 
1.  Train food service employees who prepare or serve food on how to use a food thermometer 
and how to reheat foods using this procedure. 
2.  Reheat all foods to a minimum of 165oF for at least 15 seconds 
3.  Reheat the following products to 165oF for 15 seconds: 


• Any food that is cooked, cooled and reheated for hot holding. 
• Leftovers reheated for hot holding. 
• Products made from leftovers, such as soup. 
• Precooked, processed foods that have been previously cooled. 


4.  Reheat food for hot holding in the following manner if using a microwave oven: 
• Heat processed, ready-to-eat foods from a package or can to at least 140oF for 15 


seconds. 
• Heat leftovers to 165oF for 15 seconds. 
• Rotate (or stir) and cover foods while heating. 
• Allow to sit for 2 minutes after heating. 


5.  Reheat all foods rapidly.  The total time the temperature of the food is between 41oF and 
165oF may not exceed 2 hours. 
6.  Serve reheated food immediately or transfer to an appropriate hot holding unit. 
 
Monitoring: 
Use a clean, sanitized, and calibrated probe thermometer to measure the internal temperature of 
the food during the reheating process. 
 
Take at least two internal temperatures from each pan of food by inserting a thermometer into the 
center of the food and at various locations in the product. 
 
Corrective Action: 
1.  Continue reheating/heating food until the internal temperature reaches 165 ºF for 15 sec. 
2.  If the product fails to reach 165oF within 2 hours, discard the product. 
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20– HACCP Based Reheating Potentially Hazardous Food, cont. (SSOP)   
 
Verification and Record Keeping: 
Food service employees will record times and temperatures and any corrective actions taken on 
the Cooking-Reheating Temperature Log (see Appendix D).  The food service manager or other 
supervisory employee will verify that food service employees are reheating food properly by 
visually monitoring food service employees during the shift and reviewing, initialing, and dating 
the temperature log.   
 
The logs will be maintained with other records for a minimum of 1 year. 
 
 
 
Date Implemented:  By:  
 
Date Reviewed: 


 
 


 
By: 


 


 
Date Revised: 


  
By: 
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SECTION 2: 
 


APPENDIX  A: 
Safe Cooking Temp Chart, Record Keeping Procedures 


 
HACCP Safe Cooking Temperatures 
As measured with a food thermometer. 
 
**Ground Meat & Meat Mixtures  


Beef, Pork, Veal, Lamb 155 °F 


Turkey, Chicken 165 °F 


 
Fresh Cuts Pork, Beef, Veal, Lamb 


 


Plus 3 minutes stand time for safety 145 °F 


 
Poultry 


 


Chicken & Turkey, whole 165 °F 


Poultry Parts 165 °F 


Duck & Goose 165 °F 


Stuffing (cooked alone or in bird) 165 °F 


 
Ham, Cooked and Fresh 


 


Ham (raw) Plus 3 min. stand time 145 °F 


Pre-cooked (to reheat) 140 °F 


 
Eggs & Egg Dishes 


 


Eggs Cook until yolk & white are firm 


Egg Dishes 155 °F 


 
 
 
 
All products must reach the minimum temperature specified above for at least 15 seconds. 
** All products must reach the minimum temperature specified above for at least 17 seconds. 
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Staff Responsibility: 
All HACCP trained food service staff will be held responsible for record keeping duties as assigned.   
Overall, _______________________________________(insert name and title) will be responsible 
for making sure that records are being made and for filing records in the proper place. 


 
Record keeping Procedure: 


All logs will be kept in the executive chef's file in kitchen office. 
All forms/logs will be replaced as needed and multiple employees will know where to find blank 
replacement forms. 
All completed forms will be filed in the office _________________ 


 
Training: 


Food Safety Manager and the Executive Chef are responsible for educating all food service personnel 
on the use and importance of recording critical information.    


 
Maintenance of Records: 


All records will be maintained for at least 2 years. 
 


Documentation (Records)               Documentation  Schedule 
 
Food Safety Check List – Self-Inspection 
Designated employee/manger checks all areas of restaurant.    Daily 
 
Food Production Record 
Cooking-Reheating Temperature Log        Daily 
Time and Temperature for Holding       Daily 
Service Temperature Log        As necessary 
Damaged or Discarded Product Log       As necessary 
Cooling Temperature Log        As necessary 
 
Equipment Temperature Record 
Receiving Log                                                                                                  Each Delivery 
Daily Refrigerator / Freezer Temperature Log                                                           Twice Daily 
Dry Storage Room Temperature Log                                                                          Daily 
Thermometer Calibration Log                                                                                     Daily 
 


Review Records 
Food Safety Checklist                                                                                                  Weekly 
Checklist for Review of Food Safety System and Plan                                               Monthly 
 
Training Log 
Food Safety Training Plan and Record                                                         On-going 
 
Corrective Action Records                                                                                        As necessary 
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APPENDIX  B: 
 


Employee Health Policy Agreement 
 
HACCP Employee Health Policy Agreement 
 
Restaurant requires that all food service workers reduce risk of transmission of food borne disease by: 
 
Reporting: Symptoms of Illness 
I agree to report to the manager when I have: * 


Diarrhea 
Vomiting 
Jaundice (yellowing of the skin and/or eyes) 
Sore throat with fever 
Infected cuts or wounds, or lesions containing pus on the hand, wrist, and exposed body part (such as 
boils and infected wounds, however small). 


 
Reporting: Diagnosed Illnesses 
I agree to report to a manager when a physician has diagnosed me with one of the following: * 


1. Norovirus 
2. Salmonella Typhi (typhoid fever) 
3. Shigella spp. infection 
4. E. coli infection (Escherichia coli O157:H7 or other EHEC/STEC infection) 
5. Hepatitis A 
6. Entamoeba histolytica (applies only to CA)  


 
*please note that any report of an illness will be handled confidentially and will be shared only between management of the 
restaurant, the Director of Food Safety and those on a need to know basis. 
 
Reporting: Exposure of Illness 
I agree to report to a manager when I am aware that I have been exposed to any of the illnesses listed above 
through: * 


An outbreak of Norovirus, typhoid fever, Shigella spp. infection, E. coli infection, or Hepatitis A . 
A household member with Norovirus, typhoid fever, Shigella spp. infection, E. coli infection, or 
hepatitis A. 
A household member attending or working in a setting with an outbreak of Norovirus, typhoid fever, 
Shigella spp. infection, E. coli infection, or Hepatitis A. 


 
Exclusion and Restriction from Work 
If you have any of the symptoms or illnesses listed above, you may be excluded* or restricted** from 
work. 
*If you are excluded from work you are not allowed to come to work. 
**If you are restricted from work you are allowed to come to work, but your duties may be limited. 
 
Returning to Work 
If you are excluded from work for having diarrhea and/or vomiting, you will not be able to return to work 
until more than 24 hours have passed since your last symptoms of diarrhea and/or vomiting. 
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If you are excluded from work for exhibiting symptoms of a sore throat with fever or for having jaundice 
(yellowing of the skin and/or eyes), Norovirus, Salmonella Typhii (typhoid fever), Shigella spp. infection, E. 
coli infection, and/or Hepatitis A or (Entamoeba histolytica applies only to CA) you will not be able to return to 
work until your manager has received approval from the Health Department or your physician. 
 
Agreement 
 
I understand that I must: 
 
Report when I have or have been exposed to any of the symptoms or illnesses listed above; and 
Comply with work restrictions and/or exclusions that are given to me. 
 
I understand that if I do not comply with this agreement, it may put my job at risk. 
 
Food Employee Name (please print) ________________________________________________________ 
 
Signature of Employee ___________________________________________________ Date ___________ 
 
 
 
 
Corresponding Health Code: 
 
Los Angeles, CA 
County of Los Angeles Department of Public Health California Retail Food Code 


(Cal Code) Sections 113949-113950.5, 113974 
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APPENDIX  C: 
 


Food Safety Check List 
 


Food Safety Checklist 
Date: ________________________________________ Observer: _______________________________ 
Directions: Use this checklist daily. Determine areas in your operations requiring corrective action. Record corrective action taken 
and keep completed records in a notebook for future reference. 
 
Personal Hygiene 
  Yes No Corrective Action 
 Employees wear clean and proper uniform including shoes. � �  
� Effective hair restraints are properly worn. � �  
� Fingernails are short, unpolished, and clean (no artificial 


nails). � � 
 


� Jewelry is limited to a plain ring, such as wedding band; and 
no bracelets or watches. � � 


 


� Hands are washed properly, frequently, and at appropriate 
times. � � 


 


� Burns, wounds, sores or scabs, or splints and water-proof 
bandages on hands are bandaged and completely covered 
with a foodservice glove while handling food. � � 


 


� Eating, drinking, chewing gum, smoking, or using tobacco 
are allowed only in designated areas away from preparation, 
service, storage, and ware washing areas. � � 


 


� Employees use disposable tissues when coughing or 
sneezing and then immediately wash hands. � � 


 


� Employees appear in good health. � �  
� Hand sinks are unobstructed, operational, and clean. � �  
� Hand sinks are stocked with soap, disposable towels, and 


warm water. � � 
 


� A hand washing reminder sign is posted. � �  
� Employee restrooms are operational and clean. � �  


 
Food Preparation 
  Yes No Corrective Action 
� All food stored or prepared in facility is from approved 


sources. � � 
 


� Food equipment, utensils, and food contact surfaces are 
properly washed, rinsed, and sanitized before every use. � � 


 


� Frozen food is thawed under refrigeration, cooked to proper 
temperature from frozen state, or fully submerged in cold 
running water. � � 


 


� Thawed food is not refrozen. � �  
� Preparation is planned so ingredients are kept out of the 


temperature danger zone to the extent possible. � � 
 


     
  Yes No Corrective Action 
� Food is tasted using the proper procedure. � �  
� Procedures are in place to prevent cross-contamination. � �  
� Food is handled with suitable utensils, such as single use 


gloves or tongs. � � 
 


� Food is prepared in small batches to limit the time it is in the 
temperature danger zone. � � 
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� Clean reusable towels are used only for sanitizing equipment 
and surfaces and not for drying hands, utensils, or floor. � � 


 


� Food is cooked to the required safe internal temperature for 
the appropriate time.  The temperature is tested with a 
calibrated food thermometer. � � 


 


� The internal temperature of food being cooked is monitored 
and documented. � � 


 


 
Hot Holding 
  Yes No Corrective Action 
� Hot holding unit is clean. � �  


� Food is heated to the required safe internal temperature 
before placing in hot holding.  Hot holding units are not 
used to reheat potentially hazardous foods. � � 


 


� Hot holding unit is pre-heated before hot food is placed in 
unit. � � 


 


� Temperature of hot food being held is at or above 135 ºF. � �  


� Food is protected from contamination. � �  
 
Cold Holding 
  Yes No Corrective Action 
� Refrigerators are kept clean and organized. � �  
� Temperature of cold food being held is at or below 41 ºF. � �  


� Food is protected from contamination. � �  
 
Refrigerator, Freezer and Milk Cooler 
  Yes No Corrective Action 
� Thermometers are available and accurate. � �  
� Temperature is appropriate for pieces of equipment. � �  
� Food is stored 6 inches off floor throughout facility unless 


on pallets or stored in waterproof containers. � � 
 


� Refrigerator and freezer units are clean and neat. � �  
� Proper chilling procedures are used. � �  
� All food is properly wrapped, labeled, and dated. � �  
     
  Yes No Corrective Action 
� The FIFO (First In, First Out) method of inventory 


management is used. � � 
 


� Ambient air temperature of all refrigerators and freezers is 
monitored and documented at the beginning and end of each 
shift. � � 


 


 
Food Storage and Dry Storage 


  Yes No Corrective Action 
� Temperatures of dry storage areas are between 50 ºF and 70 


ºF or State public health department requirement. � � 


 


� All food and paper supplies are stored 6 inches off the floor 
throughout facility unless on pallets or stored in waterproof 
containers.. � � 


 


� All food is labeled with name and received date. � �  
� Open bags of food are stored in containers with tight fitting 


lids and labeled with common name. � � 
 


� The FIFO (First In, First Out) method of inventory 
management is used.  � � 
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� There are no bulging or leaking canned goods. � �  
� Food is protected from contamination. � �  
� All food surfaces are clean. � �  
� Chemicals are clearly labeled and stored away from food and 


food-related supplies. � � 
 


� There is a regular cleaning schedule for all food surfaces. � �  
� Food is stored in original container or a food grade container. � �  


 
Cleaning and Sanitizing 
  Yes No Corrective Action 
� Three-compartment sink is properly set up for ware washing. � �  
� Dish machine is working properly (such as gauges and 


chemicals are at recommended levels). � � 
 


� Water is clean and free of grease and food particles. � �  
� Water temperatures are correct for wash and rinse. � �  
� If heat sanitizing, the utensils are allowed to remain 


immersed in 171 ºF water for 30 seconds. � � 
 


� If using a chemical sanitizer, it is mixed correctly and a 
sanitizer strip is used to test chemical concentration. � � 


 


� Small ware and utensils are allowed to air dry. � �  
� Wiping cloths are stored in sanitizing solution while in use. � �  


 
Utensils and Equipment 
  Yes No Corrective Action 
� All small equipment and utensils, including cutting boards 


and knives, are cleaned and sanitized between uses. � � 
 


� Small equipment and utensils are washed, rinsed, sanitized, 
and air-dried. � � 


 


� Work surfaces and utensils are kept cleaned and are sanitized 
between uses. � � 


 


� Thermometers are cleaned and sanitized after each use. � �  
� Thermometers are calibrated on a routine basis. � �  
� Can opener is cleaned and sanitized. � �  
� Drawers and racks are cleaned. � �  
� Clean utensils are handled in a manner to prevent 


contamination of areas that will be in direct contact with 
food or a person’s mouth. � � 


 


 
Large Equipment 
  Yes No Corrective Action 
     
� Food slicer is broken down, cleaned, and sanitized before 


and after every use. � � 
 


� Boxes, containers, and recyclables are removed from site. � �  
� Loading dock and area around dumpsters are clean and odor-


free. � � 
 


� Exhaust hood and filters are clean. � �  
 
 
 
Garbage Storage and Disposal 
  Yes No Corrective Action 
� Kitchen garbage cans are clean and kept covered. � �  
� Garbage cans are emptied as necessary. � �  
� Boxes and containers are removed from site. � �  
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� Loading dock and area around dumpster are clean. � �  
� Dumpsters are clean. � �  


 
Pest Control 


  Yes No Corrective Action 
� Outside doors have screens, are well-sealed, and are 


equipped with a self-closing device. � � 
 


� No evidence of pests is present. � �  
� There is a regular schedule of pest control by a licensed pest 


control operator. � � 
 


 


 


 


Signature:   _____________________________  Date:  _____________________ 
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Thermometer Calibration Log 
 


Instructions: Check and calibrate all bi-metallic stemmed (instant-read) thermometers in each restaurant every two weeks 
and any time a thermometer is dropped or bumped.  If this log shows that thermometers stay calibrated over the two-week 
period, move to a three-week calibration period.  Food service employees should record some common way to identify 
each thermometer (a cook’s name, the location in which each thermometer is kept, a number written on each thermometer 
case, etc.), the date of calibration, the temperature prior to calibration and their initials.  A supervisory employee should 
verify that food service employees have calibrated all thermometers as scheduled by visually monitoring food service 
employees, and by reviewing, initialing, and dating a random sample of these logs.  If corrective action is required, explain 
the action taken in the last column. 
 


Number of Stem Thermometers in School: __________ 
 
Identification of 
Thermometer 


Date 
(of Calibration) 


Temp. When 
Placed in Ice Bath 


Calibrated By 
(Food Service 
Worker’s Initials) 


Corrective Action 
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Cooking-Reheating Temperature 
 


Instructions: Take and record the temperature of potentially hazardous foods at the end of the designated cooking period.  Continue cooking if 
needed until the minimum internal temperature is reached and record the final temperature.  You do not need to record a second temperature if the 
required temperature is reached when first checked. Take and record temperatures for each batch prepared. 
 
Date Food Item 1st Measurement 2nd Measurement Corrective Action 


  Time Temp Initials Time Temp Initials  
         
         
         
         
         
         
         
         
         
         
         
         
         
         


 
Signature:   _____________________________  Date:  _____________________ 
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Damaged or Discarded Product Log 


 
Instructions: Food service employees will record product name, quantity, action taken, reason, initials, and date each time a food product is 
damaged and/or will be discarded due to improper handling.  Supervisory employee will verify that damaged food is being discarded as instructed.   
 


Date Product Name/ Brand/ 
Company 


Quantity Action Taken (Hold, Return, 
Discard) 


Reason Initials 


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


 
Signature:   _____________________________  Date:  _____________________ 
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Cooling Temperature Log 
Instructions:  Record final cook temperature and temperatures every hour during the cooling cycle.  Mark “yes” or “no” if cooling parameters 
met.  Record corrective actions, if applicable on bottom of log.  If no foods are cooled on any working day, indicate “No Foods Cooled” in the Food 
Item column. 
Cooling Parameters: Foods must be cooled from 135 °F to 70 °F within 2 hours and 70 °F to 41 °F within additional 4 hours. If not met and 
food is above 70 ºF and 2 hours or less into the cooling process or above 41 ºF and 6 hours or less into the cooling process document corrective 
action and reheat food to 165◌۫F and start cooling process over. 
Verification:  The foodservice manager will verify that the foodservice staff is cooling food properly by visually monitoring foodservice 
employees during the shift and reviewing, initialing, and dating this log daily.  Maintain this log for a minimum of 2 years. 


Date Food Item Time/ 
Cook 
Temp 


Time/ 
 


Temp 


Time/ 
 


Temp 


Time/ 
 


Temp 


Time/ 
 


Temp 


Time/ 
 


Temp 


Time/ 
 


Temp 


135˚F to-
70˚F 
in 2 


hours? 


70˚F to-
41˚F 
in 4 


hours? 


Corrective 
Actions 
Taken? 
*if yes 


Initial
s 


Verified By/ Date 


1/1/10 
 


Example: 


Beef Stew 


2:30p 


177˚ 


3:40p 


138˚ 


4:30p 


112˚ 


5:20p 


64˚ 


6:20p 


49˚ 


7:00p 


37˚ 


 yes yes No Ab Cd 


1/1/10 


 


 


             


 


 


             


 


 


             


 


 


             


 


 


             


 


 


             


              


              


 
Signature:   _____________________________  Date:  _____________________ 
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Receiving Log 
 
Instructions: Use this log for deliveries or receiving foods from a centralized kitchen.  Record any temperatures and corrective action taken.  A 
supervisory employee will verify that correct procedures are being followed and will initial and date the bottom of the form. 
 
 


Date Time Vendor Product Name Temperature Corrective Action Initials    
          


          


          


          


          


          


          


          


          


          


          


          


          


          


          


          


 
Signature:   _____________________________  Date:  _____________________ 
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Hot and Cold Holding Temperature Log 
Instructions:  Record the date, product name, location, internal temperature and any corrective action taken on this form. The foodservice 
manager will verify that foodservice employees have taken the required holding temperatures by visually monitoring foodservice employees 
during the shift and reviewing the temperature logs at the close of each day.  The temperature logs are to be kept on file for a minimum of 1 year. 


Date Food Item Location Internal  
Temp. (°F) 


Corrective Action Initials Verified By/ 
Date 


       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       


 


Signature:   _____________________________  Date:  _____________________ 
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APPENDIX  E: 
 


Food Allergy or Food-borne Illness Incident Report 
 


Restaurant Name: ___________________________ 
        


Please check one:  Guest Incident   Employee Incident   
        
Please check one:   Allergy  Food-borne Illness   
        
Date Reported:     Date Incident Occurred:   
        
Manager Writing Report:       
        
Name of Person Reporting Incident:      
        
Name of Person(s) Feeling Ill:      
        
Manager Present at time of Incident:      
        
Phone Number where Person Reporting can be reached:    
        
Questions to ask Person Reporting Incident:     
        
Questions for Both Employees and Guests     
WHAT (if anything) DID YOU HAVE TO EAT/DRINK AT OUR RESTAURANT?   
        
        
WHAT/WHERE HAVE YOU EATEN IN THE LAST 48 
HOURS?    
        
        
HAVE YOU RECEIVED MEDICAL ATTENTION?     
        
        
WHEN DID YOU FIRST BEGIN TO FEEL ILL?     
        
        
WHAT ARE YOUR SYMPTOMS (if you don't mind me asking)?    
        
        
QUESTIONS FOR GUESTS ONLY       
         
Date and Time of Reservation:    Name on Reservation:   
Number of Guests: Manager on Duty:    
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WERE YOU THE ONLY PERSON IN YOUR PARTY TO EAT THESE ITEMS?    
 
 
 


  


 
 
ARE ANY OTHER MEMBERS OF YOUR PARTY FEELING ILL? 
 
 
 
 


  


  
 
QUESTIONS FOR EMPLOYEES ONLY 
 
 
 
 
 
 
 
 
 
 
 


  


  
WHAT IS YOUR REGULAR WORK SCHEDULE? OR WHAT WAS YOUR SCHEDULE THIS WEEK?   
 
   
DID YOU MISS ANY WORK AS A RESULT OF FEELING ILL? 
 
 
 


  


  
        
How was this incident reported (please check):    
        
 Happened on Premise     
 Phone       
 Email       
 Mail       
        
MANAGER SIGNATURE:     DATE:  
        


 
 
 
 
 


Signature:   _____________________________  Date:  _____________________ 
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Handwashing 
at Home, at Play, and Out and About  


Germs are everywhere! They can get onto your hands and items you touch 
throughout the day. Washing hands at key times with soap and water 
is one of the most important steps you can take to get rid of germs and 
avoid spreading germs to those around you. 


How can washing your hands keep you healthy? 
Germs can get into the body through our eyes, nose, and mouth and make 
us sick. Handwashing with soap removes germs from hands and helps 
prevent sickness. Studies have shown that handwashing can prevent 1 in 
3 diarrhea-related sicknesses and 1 in 5 respiratory infections, such as a 
cold or the flu. 


Handwashing helps prevent infections 
for these reasons:


People often touch their eyes, nose, and mouth 
without realizing it, introducing germs into 
their bodies.  


Germs from unwashed hands may get into foods and drinks when 
people prepare or consume them. Germs can grow in some types 
of foods or drinks and make people sick.


Germs from unwashed hands can be transferred to other objects, 
such as door knobs, tables, or toys, and then transferred to 
another person’s hands.


What is the right way to wash your hands? 
1.	 Wet your hands with clean running water (warm or cold) and 


apply soap. 


2.	 Lather your hands by rubbing them together with the soap. 


3.	 Scrub all surfaces of your hands, including the palms, backs, fingers, 
between your fingers, and under your nails. Keep scrubbing for at least 
20 seconds. Need a timer? Hum the “Happy Birthday” song twice. 


4.	 Rinse your hands under clean, running water. 


5.	 Dry your hands using a clean towel or air dry them.







When should you wash your hands? 
Handwashing at any time of the day can help get rid of germs, but 
there are key times when it’s most important to wash your hands.


•	Before, during, and after preparing food 


•	Before eating food 


•	Before and after caring for someone who is sick 


•	Before and after treating a cut or wound 


•	After using the bathroom, changing diapers, or cleaning up a child 
who has used the bathroom 


•	After blowing your nose, coughing, or sneezing 


•	After touching an animal, animal food or treats, animal cages, or 
animal feces (poop) 


•	After touching garbage 


•	If your hands are visibly dirty or greasy 


What type of soap should you use? 


You can use bar soap or liquid soap to wash your 
hands. Many public places provide liquid soap 
because it’s easier and cleaner to share with 
others. Studies have not found any added health 
benefit from using soaps containing antibacterial 
ingredients when compared with plain soap. Both 
are equally effective in getting rid of germs.  If soap 
and water are not available, use an alcohol-based 
hand sanitizer that contains at least 60% alcohol. 


How does handwashing help fight antibiotic 
resistance? 
Antibiotic resistance occurs when bacteria resist the effects of an 
antibiotic – that is, germs are not killed and they continue to grow. 
Sicknesses caused by antibiotic-resistant bacteria can be harder to 
treat. Simply using antibiotics creates resistance, so avoiding infections 
in the first place reduces the amount of antibiotics that have to be 
used and reduces the likelihood that resistance will develop during 
treatment. Handwashing helps prevent many sicknesses, meaning less 
use of antibiotics. 


Studies have 
shown that 


handwashing 
can prevent 


1 in 3
diarrhea-related 
sicknesses and 


1 in 5
respiratory 


infections, such as 
a cold or the flu. 


For more information and a video demonstration of how to wash your hands, visit the CDC handwashing website:


www.cdc.gov/handwashing
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cdc.gov/coronavirus


How to Protect Yourself and Others
Know how it spreads


•	 There is currently no vaccine to prevent coronavirus disease 2019 (COVID-19).


•	 The best way to prevent illness is to avoid being exposed to this virus.


•	 The virus is thought to spread mainly from person-to-person.


	» Between people who are in close contact with one another (within about 6 feet).


	» Through respiratory droplets produced when an infected person coughs, sneezes 
or talks.


	» These droplets can land in the mouths or noses of people who are nearby or 
possibly be inhaled into the lungs.


	» Some recent studies have suggested that COVID-19 may be spread by people who 
are not showing symptoms.


Everyone should 
Clean your hands often


•	 Wash your hands often with soap and water for at least 20 seconds especially after 
you have been in a public place, or after blowing your nose, coughing, or sneezing.


•	 If soap and water are not readily available, use a hand sanitizer that contains at 
least 60% alcohol. Cover all surfaces of your hands and rub them together until 
they feel dry.


•	 Avoid touching your eyes, nose, and mouth with unwashed hands.


Avoid close contact


•	 Avoid close contact with people who are sick.


•	 Stay at home as much as possible.


•	 Put distance between yourself and other people.


	» Remember that some people without symptoms may be able to spread virus. 


	» This is especially important for people who are at higher risk of getting 
very sick. www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-
at-higher-risk.html



http://www.cdc.gov/coronavirus

http://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html

http://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html





•	 You could spread COVID-19 to others even if you do not feel sick. 


•	 Everyone should wear a cloth face cover when they have to go out in public, 
for example to the grocery store or to pick up other necessities.


	» Cloth face coverings should not be placed on young children under age 2, anyone 
who has trouble breathing, or is unconscious, incapacitated or otherwise unable to 
remove the mask without assistance.


•	  The cloth face cover is meant to protect other people in case you are infected.


•	  Do NOT use a facemask meant for a healthcare worker. 


•	 Continue to keep about 6 feet between yourself and others. The cloth face cover 
is not a substitute for social distancing.


Cover coughs and sneezes


•	 If you are in a private setting and do not have on your cloth face covering, 
remember to always cover your mouth and nose with a tissue when you 
cough or sneeze or use the inside of your elbow.


•	 Throw used tissues in the trash.


•	 Immediately wash your hands with soap and water for at least 20 seconds. If 
soap and water are not readily available, clean your hands with a hand sanitizer that 
contains at least 60% alcohol.


Clean and disinfect


•	 Clean AND disinfect frequently touched surfaces daily. This includes tables, 
doorknobs, light switches, countertops, handles, desks, phones, keyboards, toilets, 
faucets, and sinks. www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/
disinfecting-your-home.html


•	 If surfaces are dirty, clean them: Use detergent or soap and water prior 
to disinfection.


Cover your mouth and nose with a cloth face cover when around others


cdc.gov/coronavirus



https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/cleaning-disinfection.html

http://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html

http://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html

http://www.cdc.gov/coronavirus
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Purpose & Requirements 
To provide the operating processes and procedures to follow in the event that an employee has been confirmed positive 
for Coronavirus (COVID-19).  Inform employees of the actions and precautions that should be taken.  


 


Share with all necessary departments the expectations regarding the confirmed positive case. 


• Property leadership should reach out to health officials to report the case, if they have not been contacted 
already.  Local health officials or government representatives will reach out to discuss the case, identify people 
who have been in contact with the employee, and advise on actions or precautions that should be taken.   


• General Manager should notify ownership and VP of Operations. 


• Review the procedures with all necessary parties.  Share with your VP of Operations all advice and actions 
provided by the local health officials.  Consider engaging outside cleaners. 


• Share the FAQ’s provided which contain accurate information on the virus, and preventative measures that can 
be taken by employees.   
 


I. Share the following information with those who have had contact with the Employee who 
has been confirmed positive for Coronavirus (COVID-19). 
• Inform them that they have likely been in contact with an individual who has tested positive for the virus.  


• If they do not feel well, they should contact their health care provider. 


• Inform them that local health officials will provide the relevant employees with advice.  This includes anyone who 
has had face to face or touching contact, talking with or being coughed or sneezed on while the employee was 
symptomatic, anyone who cleaned up bodily fluid, close friendship and work groups and any employee living in 
the same household.   


• Those that have had close contact (as described above) will be required to self-isolate for 14 days.  They may 
take PTO over the self-isolation period. 


• Health officials will monitor the individuals under self-isolation. Should they become symptomatic or feel unwell 
they will be tested for COVID-19 and if positive will be treated for the virus. 


• Remember to Be The Difference.  How we respond to each other in times like these shows who we are as an 
organization.  Expressing care and empathy to all we serve, continues to be important.   
 


 


II. Share with those who have not had contact with the Employee who was confirmed positive 
for Coronavirus. 
• If employees have not had contact with the employee who has been confirmed positive, they do not need to take 


precautions and can continue to attend work. 


• You may inform these employees that a co-worker has tested positive for the virus,  


• Reinforce the Employee FAQ’s 


• Discuss specific advice and direction provided by local health officials. 
 


 


 


Department(s): All  


Subject: 
Procedure: What to do if an employee is confirmed positive for 
Coronavirus (COVID-19) 


Effective Date: 3/11/2020 


Revision Date:  


Pages: 1 








property  
relaunch







property  
relaunch
The following operating 


processes and procedures 


should be followed for 


reopening after being 


temporarily closed due  


to COVID-19.
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food &  
beverage; 
culinary
  �Perform cleanliness walkthrough of all production,  


service and public areas, activating stewarding and/or  


third-party resources as appropriate to bring operation  


up to acceptable cleanliness levels.


  �Check all coolers, freezers and dry goods in all outlets, 


storerooms and purchasing for expiration dates.


  �Assess the functionality and condition of all foodservice 


production equipment and apply necessary repair/


maintenance as appropriate.


  �Schedule outlet and meeting space walk-through and  


apply appropriate treatment by pest control vendor.


  �Flush all soda and beer lines throughout all outlets,  


bars and service stations.


  �Schedule hood cleaning and fire suppression  


system inspection.


  �Test all dish and glass washing equipment to ensure 


functionality and proper chemical flow/distribution.


  �Ensure that all active food handlers have current food safety  


and sanitation certifications.


  �Schedule local health department to reinspect all foodservice 


and beverage production areas/venues for property closures 


of 30 days or longer. This may vary by state/municipality.


  �Evaluate and ensure that all licenses and permits are current.


  �In collaboration with property engineering teams, ensure  


that all gas lines are turned on and properly functioning.


  �Evaluate current disposable and nonperishable inventories. 


Order based on immediate business need, then scale up to 


established par levels.


  �Communicate to all key vendors the property reactivation  


date and anticipated business levels for the next 90 days. 


These vendors include but are not limited to the following:


	  �Master food distributor


	  Produce


	  Beer, wine and liquor distributors


	  Chemical/cleaning and dishwashing


	  Waste removal


	  Pest control


	  Overnight cleaning


	  Other services and active property-level agreements
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  �Follow up on any deferred payments activated during  


the closure period.


  �Assess outlet hours of operation and menu offerings  


from a scalability perspective, considering minimum  


to wide-ranging offerings.


  �Evaluate management deployment and areas of oversight/


responsibility based on scalable operational need.


  �Communicate the property relaunch strategy  


and timeline in advance of opening to all  


department/senior-level leadership.


  �Assess hiring needs based on team member attrition.


  �Employees must be up to date on beverage service certification.


  �Activate hourly and junior/mid-level management positions as 


appropriate, based on business levels, outlet hours of operation 


and meetings/events. See Scalable Outlet Operations Model.


  �Activate team member access to keys, e-mail and systems  


to perform all essential job duties.


  �Create training regimen to reactivate all local standards  


of service, product quality and processes.
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catering & event management
3 Weeks Out 


  �CS planning resumes: Complete planning for initial  


groups and connect with all future groups’ planners.


  �30/60/90 forecast: Distribute upcoming business through 


GRC reports and banquet/catering event projections.


  �Obtain planner approval opening week BEOs,  


diagrams and resumes.


  �Discuss ways to reengineer meeting logistics to maintain  


safe distancing and sanitized environments.


  �Confirm seasonal banquet menus with chef for planner use.


2 Weeks Out 


  �SEO distribution: Distribute all food and beverage/ 


catering event orders.


  �Resume distribution: Distribute all billing, badging, 


transportation and security needs.


  �Contact vendors/schedule entertainment: Identify group or 


property entertainment needs and schedule accordingly.


  �Group materials: Conduct inventories of shipments  


for upcoming groups.


5-10 Days Out


  �Daily/weekly reports: All reporting to be distributed  


per standards.


  �Resume SEO meeting: Conduct review of all upcoming 


banquet/outlet needs via banquet event orders.


  �Resume production meeting: Meet with A/V and IT  


teams for future group production requirements.


  �Review specialty reports: Prepare for nursing  


mothers and special dietary needs.


  �Prepare and host weekly staff operations meetings: 


Operational meeting to review first week groups and activity.


  �Conduct pre-cons with any clients as needed.


  �Concierge turnover meeting: CSM and concierge  


to review first week of groups.


  �Concierge create group packets: Concierge block  


Outlook calendars, create documents on iPad turnover  


and OneNotes for upcoming groups.
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Conference Setup: 2-3 Weeks Out 


  �Create department schedule based on re-forecasted volume  


and reopening responsibilities.


  �Operating supply inventory: Create POs as needed to get stock  


to par levels.


  �Deep-clean conference center, meeting spaces, breakout rooms,  


ballrooms and equipment.


  �Conference storage room organization: Organize and clean all  


storage spaces.


  �Reallocate any conference furniture repairs, new orders or equipment  


to proper spaces and conduct equipment inventories.


  �Set/stage ballrooms and classrooms according to BEO instructions.


Retail/Ops/Administrative: 1-2 Weeks Out 


  �Retail stores: Conduct inventory of sundries, supplies and retail.  


Create POs to replenish par levels.


  �Ensure data accuracy in systems for opening week:  


Update POS, Delphi per specifications.


  �Reboot systems and systems checks, micros, printers,  


DHUSendpro and PMS.


  �Print stations: Stock to par levels and order printing, stationery and  


office supplies as needed.


  Recurring appointments: Reestablish all repeat calendar meetings.
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Create a 
Weekly 
Attendanc
e Report 



Enter 
Room 
name or Enter 
details in 



Occupancy B L D LN B L D LN B L D LN B L D LN B L D LN B L D LN
Enter 
Period 



0%-9% 1
10%-19% 1 2 2Enter 



Teacher 20%-29% 3 3 3 1 1 1 1 1 1
30%-39% 3 3 3 1 2 1 2 1 1 1



Enter 
Course 



40%-49% 4 4 4 3 3 3 3 2 2 2
50%-59% 4 4 4 3 3 3 4 3 1 1 2 2 2



Enter 
Week of 



60%-69% 4 4 4 4 4 4 4 5 5 2 2 3 3 3 3
70% + 4 4 4 4 5 4 4 5 5 5 3 2 2 3 3 3 3



Grab & Go
1.  "Continental" type fare; limited hot options; hot/cold beverages.  All items are guest self-service and presented in disposable/carry-out packaging.
2.  Lunch/Dinner (or "All Day") should included minimal cold-prepped fare; hot/cold beverages; limited retail snacks.
3.  Offerings are increased throughout the day with labor being scaled as appropriate based on forecasted volume/capture.
4.  Return to full-service operations and menu offerings.



All Purpose Restaurant (3 Meal)
1.  Limited a la carte menu offerings should be available with the option of "to-go" or guest pick-up.  No buffet offering for Breakfast.
2.  Limited cold and grilled protein offerings; cold items should pair with what is being offered in the Grab & Go.
3.  Offerings are increased throughout the day with labor being scaled as appropriate based on forecasted volume/capture.
4.  Return to full-service operations and menu offerings.
5.  Breakfast buffet available if offered.



Bar/Lounge
1.  Service bar only to support All Purpose Restaurant beverage orders.
2.  Full bar offerings with limited light fare as paired with the All Purpose Restaurant Dinner menu.
3.  Full menu available for Dinner.
4.  Full bar offerings with menu as paired with the All Purpose Lunch menu.
5.  Return to full-service operations and menu offerings.



Specialty Restaurant
1.  Limited menu offerings - roughly scaled at 50%.
2.  Full menu available for Dinner service.
3.  Activate full menu if outlet currently offers Lunch serivce.



Pool
1.  Limited menu dirived from the All Purpose Restaurant and/or Bar/Lounge menus.
2.  Full menu offerings available.



Room Service
1.  Limited menu paired with Grab & Go offerings - serviced in disposable packaging; Breakfast pre-orders not available.
2.  Offerings are increased throughout the day and paired with menu offerings from the All Purpose Restaurant.
3.  Full menu offerings available to include options from the Specialty Restaurant.



L = Lunch



D = Dinner



LN = Late Night



B = Breakfast



Scalable Outlet Operations Model
MODEL WILL VARY BASED ON PROPERTY SIZE (KEYS), GUEST HOUSE COUNTS, GROUP CAPTURE, SEASONALITY AS WELL AS OTHER FACTORS.



All Purpose Rest Bar/Lounge Specialty Rest Pool Room ServiceGrab & Go
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Public Space – Cleaning Public Areas 


 
OBJECTIVE:   All public or guest areas will be maintained and disinfected throughout the day. 
 
TRAINING MATERIALS & 
RESOURCES:   


Cleaning cart, 35-gallon trash bags, 35-gallon recycling bags, 10-gallon 
trash can liners, Ecolab Peroxide Multi-Surface Cleaner and 
Disinfectant, Ecolab Peroxide Glass and Surface Cleaner, disposable 
cloths, microfiber duster, Windsor upright vacuum, vinyl gloves, other 
PPE as needed 


 
Standards and Steps Training Steps  


(* Initial & Date) 
Explain Demo Execute 


Dusting/Disinfecting High Touch Surfaces    
1. Prepare your work area 


 Gather all necessary materials and equipment 
 Before each step of the cleaning process, put clean gloves 


on your hands 
 Practice social distancing by staying at least six feet from 


other people 


   


2. Use appropriate Personal Protective Equipment as directed by 
the manufacturer SDS sheets. 


 


   


3. Use Microfiber Duster across high surfaces and work down.  
 Move around the room from left to right.  


 


   


4. Use disposable cloth and Ecolab Peroxide Multi-Surface Cleaner 
and Disinfectant  


 Spray all high touch surfaces (hand rails, door handles, non-
porous arm chairs, etc.) with Ecolab Peroxide Multi-Surface 
Cleaner and Disinfectant and let saturate for 45 seconds 
before wiping dry with a disposable cloth  


 Dispose of disposable cloth in between wiping dry each 
surface to reduce cross contamination  
o No cloth or tech surfaces should be disinfected with the 


Ecolab Peroxide Multi-Surface Cleaner and Disinfectant.  
 


   


Trash and Recycling Removal 
 


   


5. Use appropriate Personal Protective Equipment as directed by 
the manufacturer SDS sheets. 


 


   


6. Do not put your hand in the trash or push down on trash. 
 Use a small broom to push trash down into bag. 


 


   


7. Identify biohazards. 
 Don’t touch or remove contaminants unless you have been 


trained and directed to do so by your supervisor. 
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Standards and Steps Training Steps  
(* Initial & Date) 


Explain Demo Execute 
 


8. Don’t lift the container; just replace the liner. 
 


   


9. Pull up the sides of liner and tie bag closed. 
 


   


10. Place full bags in the public areas storage area for removal to 
the loading dock trash compactors and recycling containers. 


 


   


11. Spot clean containers as necessary using the Ecolab Peroxide 
Multi-Surface Cleaner and Disinfectant by saturating all high 
touch surfaces for 45 seconds before wiping dry with a 
disposable cloth.  


 Dispose of disposable cloth in trash 
 


   


12. Install new liner. 
 


   


Window and Glass Cleaning 
 


   


13. Use appropriate Personal Protective Equipment as directed by 
the manufacturer SDS sheets. 


 


   


14. Utilizing the Ecolab Peroxide Glass and Surface Cleaner, 
saturate all glass surfaces within arms reach and leave for 45 
seconds before wiping dry with a disposable cloth.  


 Dispose of disposable cloth in trash.  
 


   


15. Utilizing the Ecolab Peroxide Multi-Surface Cleaner and 
Disinfectant, saturate the window seal and window frame within 
arms reach and leave for 45 seconds before wiping dry with a 
disposable cloth.  


 Dispose of disposable cloth in trash.  
 


   


 


* Not to be initialed until trainer and trainee are comfortable with trainee’s ability to perform the skill. 
 


 
 
_______________________________ _______________________________ ___________________ 
Employee Print Name  Employee Signature   Date 
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Public Space Tote/ Equipment Disinfection 


 
OBJECTIVE: To ensure all totes/equipment shared and used in the public space 


areas are disinfected before and after every use 
 
TRAINING MATERIALS & 
RESOURCES:   


Ecolab Peroxide Multi-Surface Cleaner and Disinfectant; Clorox 
disinfectant wipes; plastic tote; dusters, housekeeping machines: floor 
scrubber, floor polisher, floor barnisher, Windsor/Karcher chariot 
vacuums, Windsor handheld vacuums, Windsor/Karcher chariot floor 
scrubber, Windsor Icapsol machine, steam cleaning machines; vinyl 
gloves; disposable cloths, trash bags 
 


 
Standards and Steps Training Steps  


(* Initial & Date) 
Explain Demo Execute 


1. Prepare your work area 
 Gather all necessary materials and equipment 
 Materials inside each tote are as follows, (1) bottle of Ecolab 


Multi-Surface Cleaner and Disinfectant, (1) bottle of Ecolab 
Peroxide Glass and Surface Cleaner, disposable cloths, vinyl 
gloves 


 Before each step of the cleaning process, put clean gloves 
on your hands 


 Practice social distancing by staying at least six feet from 
other people 
 


   


2. Disinfecting plastic tote 
 Using vinyl gloves, begin by removing all materials/tools from 


tote 
 Using Ecolab Peroxide Multi-Surface Cleaner and 


Disinfectant, spray the inside of tote, ensure chemical 
saturates all surfaces and allow for 45 seconds before wiping 
dry with a disposable cloth.  


 Dispose of soiled cloth in trash bag   
 Saturate the handles of all materials/tools with Ecolab 


Peroxide Multi-Surface Cleaner and Disinfectant and allow 
for 45 seconds before wiping dry with a disposable cloth.  


 Dispose of soiled cloth in trash bag.   
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3. Disinfecting of machines 
 Retrieve keys to appropriate machine (if applicable) and 


wipe keys off using Clorox disinfecting wipes 
 Turn on machine and maneuver to an area away from other 


objects 
 Using Clorox disinfecting wipes, begin wiping the machine 


from top to bottom, ensuring all high touch areas of the 
machine are being wiped (i.e. steering wheel, on/off switch, 
hand controls, battery plug in port, extension cord, water 
filling caps, discharge port of used water)     


 Once machine has been fully wiped down, dispose of soiled 
cloth in the trash bag 


 Return the machine and keys (if applicable) to the original 
location 


o Surface disinfected by Clorox wipes need to stay 
wet/air dry for 10 minutes to be disinfected.  


 


   


 


 
 


 
 
 


* Not to be initialed until trainer and trainee are comfortable with trainee’s ability to perform the skill. 
 


 
 
_______________________________ _______________________________ ___________________ 
Employee Print Name  Employee Signature   Date 
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Disinfecting Public Restrooms 


 
OBJECTIVE:   All restrooms in the Public Space Areas will be disinfected at least every 60 minutes 


during the hours of operation of the specific area based on activity. 
 
TRAINING MATERIALS & 
RESOURCES:   


Disposable cloths, Ecolab Peroxide Multi-Surface Cleaner and 
Disinfectant, Ecolab Peroxide Glass and Surface Cleaner, 35-gallon 
trash bags, trash liners, cleaning cart, anti-bacterial hand soap, paper 
towel, and vinyl gloves. 
 


 
Standards and Steps Training Steps  


(* Initial & Date) 
Explain Demo Execute 


1. Prepare your work area 
 Gather all necessary materials and equipment 
 Before each step of the cleaning process, put clean gloves 


on your hands 
 Practice social distancing by staying at least six feet from 


other people 
 


   


2. Knock and Announce 
 Prior to entering a restroom, knock on the door three times 
 Announce, “housekeeping” 
 Listen for a response 
 Use best judgement for making entry based on the response 
 Ensure minimal guests are present in the restroom area 


before beginning work 
 Begin at the back of the restroom and work towards the front, 


making entry into each stall 
 


   


3. Check all trash receptacles 
 For any trash receptacles that are more than half full, remove 


the trash liner and tie to close 
 Place the closed trash liner into the trash bag 
 Spray Ecolab Peroxide Multi-Surface Cleaner and 


Disinfectant in the trash can, ensure all surfaces are 
saturated and let the chemical sit for 45 seconds before 
drying with disposable cloth 


 Dispose of the soiled cloth in the trash bag 
 Place a new liner in the trash can 
 


   


4.  Disinfect the partitions 
 Spray Ecolab Peroxide Multi-Surface Cleaner and 


Disinfectant directly on partitions, ensure all surfaces are 
saturated and let the chemical sit for 45 seconds before 
drying with a disposable cloth  


 Dispose of soiled cloth in trash bag 
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Standards and Steps Training Steps  
(* Initial & Date) 


Explain Demo Execute 
5.  Disinfect toilet area 


 Spray Ecolab Peroxide Multi-Surface Cleaner and 
Disinfectant on the toilet seat, handle/flusher, ensure all 
surfaces are saturated and let the chemical sit for 45 seconds 
before wiping dry with a disposable cloth  


 Dispose of soiled cloth in trash bag 
 


   


6. Disinfect the partition door 
 Spray Ecolab Peroxide Multi-Surface Cleaner and Disinfectant 


directly on both sides of the partition door, ensure all surfaces are 
saturated and let the chemical sit for 45 seconds before drying 
with a disposable cloth  


 Dispose of soiled cloth in trash bag 
 


   


7. Disinfect the urinals (applies to the men’s restrooms only) 
 Spray Ecolab Peroxide Multi-Surface Cleaner and 


Disinfectant directly on urinal handle/flusher and partitions, 
ensure all surfaces are saturated and let the chemical sit for 
45 seconds before drying with a disposable cloth  


 Dispose of the soiled cloth in trash bag 
 


   


8. Disinfect and restock sink areas 
 Disinfect the sink area 


o Spray Ecolab Peroxide Multi-Surface Cleaner and 
Disinfectant on the surface of the counter, sink 
handle/faucet and sink bowl, ensure all surfaces are 
saturated and let the chemical sit for 45 seconds 
before drying with a disposable cloth  


o Dispose of soiled cloth in trash bag 
 Restock and disinfect soap and paper towel dispensers 


o Fill all soap dispensers with anti-bacterial hand soap 
o Spray Ecolab Peroxide Multi-Surface Cleaner and 


Disinfectant directly onto surface of the soap 
dispenser, ensure all surfaces are saturated and let 
the chemical sit for 45 seconds before drying with a 
disposable cloth  


o Dispose of the soiled cloth in trash bag 
o Restock paper towels 
o Spray Ecolab Peroxide Multi-Surface Cleaner and 


Disinfectant onto surface of paper towel dispenser, 
ensure all surfaces are saturated and let the 
chemical sit for 45 seconds before drying with a 
disposable cloth  


o Dispose of the soiled cloth in trash bag    
 Clean and disinfect the mirrors 


o Spray Ecolab Peroxide Glass and Surface Cleaner 
directly onto mirror, ensure all surfaces are saturated 
and let the chemical sit for 45 seconds before drying 
with a disposable cloth  


o Dispose of the soiled cloth in trash bag 
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9. Mop the restroom floor, following the Mopping STO 
                      


   


10. Disinfect door handles 
 Spray Ecolab Peroxide Multi-Surface Cleaner and 


Disinfectant on all door handles, inside and outside, of the 
entry and exit doors ensure all surfaces are saturated and let 
the chemical sit for 45 seconds before wiping dry with a 
disposable cloth 


 Dispose of the soiled cloth in trash bag 
 


   


 


* Not to be initialed until trainer and trainee are comfortable with trainee’s ability to perform the skill. 
 


 
 
_______________________________ _______________________________ ___________________ 
Employee Print Name  Employee Signature   Date 
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Furniture Placement & Reset   
 


OBJECTIVE:   To ensure all furniture in the public areas are placed in accordance with Centers For 
Disease Control and Prevention (CDC) recommended social distancing practices.    


 
TRAINING MATERIALS & 
RESOURCES:   


 Refer to www.cdc.gov to ensure accordance is accurate. Measuring 
tape, vinyl gloves, Clorox disinfectant wipes, trash bag.  
 


 
Standards and Steps Training Steps  


(* Initial & Date) 
Explain Demo Execute 


1. Ensure all public space furniture (i.e. tables, chairs, couches, 
bar stools, stand alone tables) are six feet apart 


 
 Begin by walking public space areas 
 Using vinyl gloves and measuring tape, measure the distance 


between all furniture to ensure that it is a minimum of six feet 
apart 


 Remove or rearrange furniture as needed in order to be in 
compliance with the CDC’s recommendation 


 Once furniture is in desired location use Clorox disinfectant 
wipes on all hard surfaces of the furniture that was moved 


 Dispose Clorox disinfectant wipe in trash bag, do not reuse 
wipe on other pieces of furniture   


 


   


 


* Not to be initialed until trainer and trainee are comfortable with trainee’s ability to perform the skill. 
 


 
 
_______________________________ _______________________________ ___________________ 
Employee Print Name  Employee Signature   Date 
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F&B Outlet Disinfecting  


 
OBJECTIVE:   To properly and efficiently disinfect surfaces in F&B Outlets  
 
TRAINING MATERIALS & 
RESOURCES:   


Electrostatic Sprayer, Ecolab Peroxide Multi Surface Cleaner and 
Disinfectant, Ecolab Peroxide Glass and Surface Cleaner, Disinfecting 
Wipes, Broom. 


 
Standards and Steps Training Steps  


(* Initial & Date) 
Explain Demo Execute 


1. Once arriving in the F&B Outlet ensure all dishes, utensils, linen 
and napkins are removed from the areas that will be disinfected.  


 All dishes and utensils should be disinfected in the kitchen.  
o See “Dish Washing STO” 


 


   


2. Using the Ecolab Peroxide Multi Surface Cleaner spray all 
ledges and tables within arm’s reach, completely saturates the 
surface and allow for the chemical to remain on the surface for 
45 seconds. 


 After 45 seconds, wipe dry with disposable cleaning cloth and 
dispose of cleaning cloth.   
 


   


3. If glass is present, follow the same steps notated in step #2 
while utilizing the Ecolab Peroxide Glass and Surface Cleaner. 
 


   


4. After all surfaces have been disinfected the team member will 
sweep all the floors in preparation for using the electrostatic 
sprayer.  
 


   


5. After all surfaces have been disinfected and swept, the team 
member will utilize the electrostatic sprayer on all surfaces 8ft 
and down, to include the floor.  


 See Electrostatic Operation STO for guide on proper use of 
this equipment.  
 


   


    
 


* Not to be initialed until trainer and trainee are comfortable with trainee’s ability to perform the skill. 
 


 
 
_______________________________ _______________________________ ___________________ 
Employee Print Name  Employee Signature   Date 
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Stairwell Disinfecting  


 
OBJECTIVE:   To properly and efficiently disinfect all stairwells.   
 
TRAINING MATERIALS & 
RESOURCES:   


Electrostatic Sprayer, Ecolab Peroxide Multi Surface Cleaner and 
Disinfectant, Ecolab Peroxide Glass and Surface Cleaner, Disinfecting 
Wipes, Broom. 


 
Standards and Steps Training Steps  


(* Initial & Date) 
Explain Demo Execute 


1. Prepare your work area 
 Gather all necessary materials and equipment 
 Materials inside each tote are as follows, (1) bottle of Ecolab 


Multi-Surface Cleaner and Disinfectant, (1) bottle of Ecolab 
Peroxide Glass and Surface Cleaner, disposable cloths, vinyl 
gloves 


 Before each step of the cleaning process, put clean gloves 
on your hands 


 Practice social distancing by staying at least six feet from 
other people 


 


   


2. Once arriving at the staircase door, the Ecolab Peroxide Multi 
Surface Cleaner and Disinfectant will be sprayed on the door, 
signage and door knobs/handles. 


 Disposable cloths should be utilized when wiping and 
surfaces with disinfectant spray.  


 If glass is present the same process should be followed using 
Ecolab Peroxide Glass and Surface cleaner.  


 Note – Ensure Ecolab Peroxide completely saturates the 
surface and it must sit for 45 seconds before being wiped off 
if applied from spray bottle.  


   


3. After 45 seconds have passed, the door, signage and door 
knob/handle will be wiped down.  


 Same applies for glass if present.  
 Disposable cloths should be utilized when wiping and 


surfaces with Ecolab Peroxide Multi Surface Cleaner and 
Disinfectant.  


   


4. After the exterior of the door is disinfected the team member will 
enter the staircase and complete the same process on the 
interior side of the door.  


   


5. Once the doors and signage have been disinfected the team 
member will move to any rails or ledges within arm’s reach and 
utilize the Ecolab Peroxide Multi Surface Cleaner and 
Disinfectant following the same process listed under step #1.  


 Continue these steps on all floors/levels of the staircase until 
all surfaces have been disinfected. 


   


6. Once all surfaces have been disinfected the team member will 
sweep all floors in preparation for use of the Electrostatic 
sprayer.  


   


6Department: Housekeeping 
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Standards and Steps Training Steps  
(* Initial & Date) 


Explain Demo Execute 
7. After all surfaces have been disinfected the team member will 


utilize the electrostatic sprayer on all surfaces 8ft and down, to 
include the floor.  


 See Electrostatic Operation STO for guide on proper use of 
this equipment.  


   


 


* Not to be initialed until trainer and trainee are comfortable with trainee’s ability to perform the skill. 
 


 
 
_______________________________ _______________________________ ___________________ 
Employee Print Name  Employee Signature   Date 
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Cleaning Offices 


 
OBJECTIVE:   Benchmark Offices will be cleaned one time each day, Monday through Friday, to 


ensure all areas are cleaned and disinfected 
 
TRAINING, MATERIALS 
& RESOURCES:   


Cleaning cart, 35-gallon trash bags, 35-gallon recycling bags, 10-gallon 
trash can liners, Ecolab Peroxide Multi-Surface Cleaner and 
Disinfectant, Ecolab Peroxide Glass and Surface Cleaner, disposable 
cloths, microfiber duster, Windsor upright vacuum, vinyl gloves, other 
PPE as needed 


 
Standards and Steps Training Steps  


(* Initial & Date) 
Explain Demo Execute 


1. Prepare your work area 
 Gather all necessary materials and equipment 
 Before each step of the cleaning process, put clean gloves 


on your hands 
 Practice social distancing by staying at least six feet from 


other people 
 


   


2. Following the flow of offices and cubicles, empty all black trash 
cans into the 35-gallon trash bag 


 Remove trash can liner, tie to close, and place in the 35-
gallon trash bag 


 Using a disposable cloth and Ecolab Peroxide Multi-Surface 
Cleaner and Disinfectant, wipe out the trash containers 


 Place a new trash can liner in the black trash cans 
 Place trash can in the walk way by the desk to show the can 


has been emptied 
 


   


3. Empty all blue recycling containers into the clear 35-gallon 
recycling bags 


 Dump the contents of the recycling container into the 35-
gallon recycling bags, place the liner into the 35-gallon trash 
bag 


 Using a disposable cloth and Ecolab Peroxide Multi-Surface 
Cleaner and Disinfectant, wipe out the recycling containers  


 Place a new liner in the blue recycling containers 
 Place the blue recycling can in the walk way by the desk to 


show the container has been emptied 
 


   


4. Remove and replace the 35-gallon trash bags and 35-gallon 
recycling bags once they become full 


 Tie to close and place the full bags in the service landing 
o Do not place the bags on any carpeted areas as liquids in 


the bags can leak and stain the carpet 
 If any spills or leaks occur in the service landing, refer to 


mopping STO for cleaning procedures 


   


Department: Housekeeping 
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Standards and Steps Training Steps  
(* Initial & Date) 


Explain Demo Execute 
 


 Clean the desk areas 
 Spray Ecolab Peroxide Multi-Surface Cleaner Disinfectant directly 


onto surface of the desk and let saturate for 45 seconds before 
wiping dry with disposable cloth  


o Only clean the areas exposed, do not move any papers, 
documents or other personal items on the desk 


 Spray Ecolab Peroxide Multi-Surface Cleaner Disinfectant directly 
onto surface of the arms of the chair and let saturate for 45 
seconds before wiping dry with disposable cloth  


 Using the microfiber duster, dust the legs of the chair 
 Dispose of soiled cloth in the 35-gallon trash bag 
 Replenish office-use disinfectant wipes and hand sanitizer as 


needed 
 


   


5. Clean all phone receivers 
 Using a disposable cloth and Ecolab Peroxide Multi-Surface 


Cleaner and Disinfectant, spray disposable cloth with Ecolab 
Peroxide Multi-Surface Cleaner and Disinfectant 


 Clean the desk phone receiver, making sure to remove any 
dirt and debris. 


 


   


6. Vacuum 
 See: STO: Vacuuming Using Upright Vacuum 


 


   


 Inspect all interior glass doors for finger prints 
 Spray Ecolab Peroxide Glass and Surface Cleaner directly onto 


glass surface and let saturate for 45 seconds before wiping dry 
with disposable cloth  


 Spot clean any finger prints from glass partitions and doors by 
spraying the Ecolab Peroxide Glass and Surface Cleaner directly 
onto the surface and let saturate for 45 seconds before wiping 
dry with disposable cloth  


 Dispose of soiled cloth in the 35-gallon trash bag 
 


   


7. Clean all door knobs and handles 
 Spray Ecolab Peroxide Multi-Surface Cleaner and Disinfectant 


directly onto surface of door knobs and handles and let saturate 
for 45 seconds before wiping dry with disposable cloth  


 Dispose of soiled cloth in the 35-gallon trash bag 
 


   


8. Turn off all lights and secure the office area upon completion 
 


   
 


* Not to be initialed until trainer and trainee are comfortable with trainee’s ability to perform the skill. 
 


 
 
_______________________________ _______________________________ ___________________ 
Employee Print Name  Employee Signature   Date 
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Date 


NAME 
ADDRESS 
 
 Re: Separation of Employment 
 
Dear [NAME], 
 
 As you know, due to the COVID-19 pandemic and the deterioration of business as a result of the 
foregoing, we placed you on furlough on [DATE], with the expectation that you would return when the 
Company recalled you to work.     
   
 The property re-opened on x and offered to [return you to work] under [your prior OR a modified]] 
pay plan effective [DATE].  You declined the Company’s offer.  The Company is therefore separating your 
employment effective [DATE]. 
 
 We will classify your separation as a voluntary resignation, and you will be eligible for re-hire.  You 
have been paid all wages through your last day worked and have exhausted all PTO.  You will receive 
information about continuation of health benefits through COBRA in the mail.   


 
     Sincerely, 
 
 
     Company Representative 


 
 








EMPLOYEE RETURN TO WORK INFORMATION SUMMARY  


GENERAL:   
 
Employee Name       Date of 1st Return to Worksite            Work Hours 
 
___________________________     __________________________  ____________________ 
 
Job Title   Department      Supervisor   Date of Hire 
 
____________________ ________________     ___________________ ____________________ 
 
Work Location      Last Day on Site 
 
__________________________   ______________________ 
 
COVID-19 RETURN TO WORK PROTOCOLS: 


    Yes/No 
1. During past 21 Days, Have You:     


  a. Been tested for COVID-19?     
  • Positive?     
  • Negative?     
  b. Been personally requested to quarantine by a doctor or other medical authority?     
  c. Been exposed to any household member, close relative or friend who tested positive? When?     
  d. Run a fever over 100.4° within past 14 days?     
  e. Experienced shortness of breath within past 14 days?     
  f. Experienced coughing symptoms that are not normal for you within past 14 days?     
  g. Experienced loss of taste or smell, chills shaking sore throat, or muscle aches within past 14 days?     
  h. Experienced any other unusual flu-like symptoms within past 14 days?     
  i. Traveled outside the State of (Florida)? When? To Where? _________________________     
  j. Been visited by relatives or friends from outside the State of Florida? When? From Where? ___________     
        
2. By returning to the worksite, I agree to:     


  a. Have my temperature taken (non-invasive) if I am asked to     
  b. Wear personal protective equipment (e.g. mask, gloves), if I am asked to     
  c. Practice required hand washing or sanitizer frequently during the work day     
  d. Always practice social distancing during time in all work areas, lunch/break rooms, restrooms, hallways and   


      parking garage areas 
    


  e. Avoid situations where social distancing is not reasonably possible (e.g., group meetings of over 10 people)     
  f. Practice requested sanitation tasks in my work area – as needed and/or directed     
  g. Raise any health or sanitation concerns to my manager at my earliest opportunity     
    h.  Report any sudden or suspicious changes in my health (fever, coughing, nausea) or within my immediate   


       household to my manager 
    


     i.   Call to request time off from work if I, or a close family member, becomes infected, is placed under observation, or 
        suspects infection 


    


 


 
 
 







3. Currently, I:     
  a. have applied for – but not received – state unemployment payments     
  b. am receiving the additional federal required unemployment payment     
  c. am willing to return to on-site work     
  d. prefer to continue working remotely – if possible      


 
Employee Date 
 
____________________________ ____________ 








Create a 
Weekly 
Attendanc
e Report 


Enter 
Room 
name or Enter 
details in 


Occupancy B L D LN B L D LN B L D LN B L D LN B L D LN B L D LN
Enter 
Period 


0%-9% 1
10%-19% 1 2 2Enter 


Teacher 20%-29% 3 3 3 1 1 1 1 1 1
30%-39% 3 3 3 1 2 1 2 1 1 1


Enter 
Course 


40%-49% 4 4 4 3 3 3 3 2 2 2
50%-59% 4 4 4 3 3 3 4 3 1 1 2 2 2


Enter 
Week of 


60%-69% 4 4 4 4 4 4 4 5 5 2 2 3 3 3 3
70% + 4 4 4 4 5 4 4 5 5 5 3 2 2 3 3 3 3


Grab & Go
1.  "Continental" type fare; limited hot options; hot/cold beverages.  All items are guest self-service and presented in disposable/carry-out packaging.
2.  Lunch/Dinner (or "All Day") should included minimal cold-prepped fare; hot/cold beverages; limited retail snacks.
3.  Offerings are increased throughout the day with labor being scaled as appropriate based on forecasted volume/capture.
4.  Return to full-service operations and menu offerings.


All Purpose Restaurant (3 Meal)
1.  Limited a la carte menu offerings should be available with the option of "to-go" or guest pick-up.  No buffet offering for Breakfast.
2.  Limited cold and grilled protein offerings; cold items should pair with what is being offered in the Grab & Go.
3.  Offerings are increased throughout the day with labor being scaled as appropriate based on forecasted volume/capture.
4.  Return to full-service operations and menu offerings.
5.  Breakfast buffet available if offered.


Bar/Lounge
1.  Service bar only to support All Purpose Restaurant beverage orders.
2.  Full bar offerings with limited light fare as paired with the All Purpose Restaurant Dinner menu.
3.  Full menu available for Dinner.
4.  Full bar offerings with menu as paired with the All Purpose Lunch menu.
5.  Return to full-service operations and menu offerings.


Specialty Restaurant
1.  Limited menu offerings - roughly scaled at 50%.
2.  Full menu available for Dinner service.
3.  Activate full menu if outlet currently offers Lunch serivce.


Pool
1.  Limited menu dirived from the All Purpose Restaurant and/or Bar/Lounge menus.
2.  Full menu offerings available.


Room Service
1.  Limited menu paired with Grab & Go offerings - serviced in disposable packaging; Breakfast pre-orders not available.
2.  Offerings are increased throughout the day and paired with menu offerings from the All Purpose Restaurant.
3.  Full menu offerings available to include options from the Specialty Restaurant.


L = Lunch


D = Dinner


LN = Late Night


B = Breakfast


Scalable Outlet Operations Model
MODEL WILL VARY BASED ON PROPERTY SIZE (KEYS), GUEST HOUSE COUNTS, GROUP CAPTURE, SEASONALITY AS WELL AS OTHER FACTORS.


All Purpose Rest Bar/Lounge Specialty Rest Pool Room ServiceGrab & Go








Stay home when you are sick,
except to get medical care.


Wash your hands often with soap 
and water for at least 20 seconds.


Cover your cough or sneeze with a tissue, 
then throw the tissue 
in the trash.
 


Clean and disinfect frequently 
touched objects and surfaces.


Avoid touching your 
eyes, nose, and mouth. 


Avoid close contact with people who are sick. 


When in public, wear a cloth 
face covering over your 
nose and mouth.


Help prevent the spread of respiratory diseases like COVID-19.


Stop the Spread of Germs


cdc.gov/coronavirus
316351-A  April 7, 2020 9:58 AM



http://cdc.gov/coronavirus






With rGuest Buy OnDemand, guests can place and pay for orders using their own device 
- phone, tablet, laptop - from anywhere for pick-up or delivery.


rGuest Buy OnDemand from Agilysys delivers an easy to 
use browser-based ordering experience that guests can 
access from the safety of their own room or home. The 
result is delighted guests and continued revenue while 
your dining room is closed.


Why choose rGuest Buy OnDemand?
> Simplify Food & Beverage Ordering Anywhere


• No user app to download or maintain
> Works With Your Existing InfoGenesis POS (v4.5.1 SP2 or higher)*


•  Integration with your menus and pricing
>  Display Delivery/Pick-up Wait Times


•  Manage order intake throttling
>  You Trust Agilysys


•  Trust your most valuable asset - your guests - with a solution 
from a trusted partner
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See rGuest Buy OnDemand in Action!
For one or multiple venues, you determine the items to offer 


while keeping your F&B service flowing. 


Schedule a Demo today!
Visit www.Agilysys.com/OnDemand or call: 877.369.6208


Contact Agilysys today to learn more!
877.369.6208  |  SALES@AGILYSYS.COM  |  AGILYSYS.COM
*Room Charges supported in IG 4.5.2 SP2


ABOUT AGILYSYS
Agilysys has been a leader in hospitality software for more than 40 years, delivering innovative guest-centric technology 


solutions for gaming, hotels, resorts and cruise, corporate foodservice management, restaurants, universities, stadia and 


healthcare. Agilysys offers the most comprehensive software solutions in the industry, including point-of-sale (POS), property 


management (PMS), inventory and procurement, payments, and related applications, to manage the entire guest journey. 


Agilysys is known for its leadership in hospitality, its broad product offerings and its customer-centric service. Some of the 


largest hospitality companies around the world use Agilysys solutions to help improve guest loyalty, drive revenue growth 


and increase operational efficiencies. Agilysys operates across North America, Europe, Asia-Pacific, and India with 


headquarters located in Alpharetta, GA. For more information visit Agilysys.com.


RGUEST® BUY ONDEMAND
SELF-SERVICE ORDERING 
Keep the F&B orders flowing while supporting
social distancing with guest self-service












 
 


 
Being the Difference for our Employees, Guests, Owners, Industry Partners and Visitors 
 


STOP 
 
To do our part in preventing the spread of COVID-19 in our community and workplace, we are 
restricting access to this facility for anyone who may have recently been exposed to the virus. 
Please read this carefully.  
 
By entering this facility, you are affirming and attesting that:  
 
(a) You have not in the last 14 days had any close contact with anyone who is either confirmed 
or suspected of being infected with COVID-19, including anyone who was experiencing or 
displaying any of the known symptoms of COVID-19 (which are listed in item (c) below); AND  


(b) You have not in the last month traveled to a restricted area that is under a Level 2, 3, or 4 
Travel Advisory according to the U.S. State Department (including China, Italy, Iran, and most of 
Europe); AND  


(c) You do not currently experience or display, and you have not in the last 14 days experienced 
or displayed, any of the following symptoms:  


Cough Persistent headaches 
Loss of smell and/or taste Sore throat  
Muscle pain  Chills, Repeated shaking with chills  
Fatigue Diarrhea 
Feeling feverish or a measured temperature 
greater than or equal to 100.0 degrees 
Fahrenheit  


Feeling feverish or a measured temperature 
greater than or equal to 100.0 degrees 
Fahrenheit  


Shortness of breath and/or difficulty 
breathing 


Known close contact with a person who is lab 
confirmed to have COVID-19  


If you answered YES to any of the above statements, you may NOT enter this building.  
Thank you for your cooperation. 


 







