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*Revised December 2020*
HARDEMAN R-10 SCHOOL DISTRICT
2020-2021 FOOD SAFETY PLAN

This plan was originally developed January 31, 2016 and revised again during the 2020-2021 school year.  It is intended for use at the Hardeman R-10 School District and follows the USDA guidance on developing a food safety program based on the Process Approach. 
FOOD SERVICE STAFF FOR 2020-2021
Steven Stewart – Head Cook & Janitor
Kristy Forrester – School Principal and LEA

Rayetta Leimkuehler –Secretary/Bookkeeper



FOOD & RECORDS STORAGE & RESPONSIBILITIES
Food items, ingredients, supplies, cooking and serving items and paperwork are stored in the kitchen area on/in:   storage shelves, 2 chest freezers, shelves under preparation table and serving counter and 2 upright coolers (One is 2 door and second is 3 door cooler).   Additional paperwork, a storage shelf and 2 chest freezers are stored in the Janitors Room 112.  The foldable lunch tables are stored in the west end of the gymnasium, when not I use.  Additional storage racks for nonperishable food items are also stored in Room 303.
The Cook will be responsible for planning, creating and serving nutritious meals for the students, staff and guests.  The Cook is also responsible for all District paperwork associated with food items, ingredients and supplies.   This paperwork will be recorded and stored in the kitchen and also in the filing cabinet in the Janitor’s room 112 during the current school year on the kitchen book shelf.   Then they are boxed with other food service and school records in the office and stored upstairs.  These records may include:  equipment and food inventories, food production records, classroom count sheets, weekly meal check sheets, temperature logs, monthly menus, recipes and nutrition labels and etc.  The Cook will be responsible for marking all food items, so that the First In – First Out method is used to ensure freshness. 
The Secretary will be responsible for student and staff meals billing and DESE food service reporting.  Some records and paperwork are transferred from the Cook during the school year and will be stored in the office file cabinet.  The Secretary will also be responsible for creating all manual count and check sheets for the cook and classrooms, creating attractive menus for distribution to the students, staff and parents and updating the menu page of the school web site at www.hardemanschool.com.  The Secretary will also store food service records with other school records upstairs.  These records may include:  yearly food service applications, inspections, monthly reimbursements and other required DESE reports; student direct certification reports, meal applications and verification records; food invoices with ordering and receiving records; completed production records, weekly meal check sheets and meal billing reports, temperature logs and updated Food Safety Plans and Wellness Plans, plus including the current Non Discrimination Statement on all public notices.
The Principal/LEA will be responsible for making sure all Food Service staff review and record viewing the Civil Rights Training Information yearly and posting all safety and health inspections.  The Principal/LEA will also be responsible for reporting any food service needs to the Superintendent and School Board, as needed.  They will also review and distribute any DESE correspondence/e-mails to all food service staff and make sure the updated Food Safety Plan is presented to the School Board when it becomes available.
FACILITY WIDE STANDARD OPERATING PROCEDURES (SOPs)
Clean and sanitize food contact surfaces
Control time and temperature during food preparation

Date marking and ready-to-eat potentially hazardous food

Employee Health Policy

Handling a food recall

Personal hygiene

Preventing cross contamination during food storage and preparation

Receiving deliveries

Preparing, storing and serving food

Storing and using poisonous or toxic chemicals

Using suitable utensils when handling ready-to-eat foods

Washing fruits and vegetables correctly

CORRECTING PROBLEMS
The Cook will be responsible for developing solutions to problems that arise in the kitchen.  These solutions will be reported and reviewed by the Principal before implementation.  The Cook will also be responsible for documenting problems and solutions.

REVIEWING THE FOOD SAFETY PLAN 
The Cook and Secretary will review the Food Safety Plan yearly and determine if any changes are needed.  The Secretary will make the necessary changes and make sufficient copies for distribution.  The updated plan will be presented to the School Board when available for approval.   

FOOD SAFETY REQUIREMENTS FOR KITCHEN HELP

PERSONAL HYGIENE

*Per COVID pandemic recommendations, students will not assist with serving food for the 2020/2021 school year.

*Employees must wear clean and proper clothing including shoes – no open toes.

*Proper hair restraints are worn, as well as hair nets.
*Fingernails are kept short, unpolished, and clean – no artificial nails.  Disposable gloves are to be worn   by all kitchen help handling food and will be disposed of properly.
*Jewelry is limited to a plain ring and a watch.

*Hands are washed properly and frequently.

*Burns, wounds sores and scabs are covered with a bandage and a glove while handling food.

*Eating, drinking, chewing gum is allowed only in designated areas away from food preparation.

*Employees use disposable tissues when coughing or sneezing, hands are washed thereafter.

*Employees will report for duties in good health.

*Hand sinks are unobstructed, operational and clean.

*Hand sinks will have soap, hot water and disposable towels.

*A hand washing reminder is posted.

*District restrooms are operational and clean.
FOOD PREPARATION
All food stored or prepared in facility will be from approved sources.

Food equipment, utensils and food contact surfaces are properly washed before use.

Frozen food is thawed under refrigeration and cooked to proper temperature.

Thawed food is not refrozen.

Preparation is planned so ingredients are kept out of temperature danger zones.

Food is tasted using proper procedures.

Caution is always taken to prevent cross-contamination.

Food is handled using utensils or gloves or both.
Towels used in the kitchen must be changed daily and washed weekly, at minimum.

Food is prepared in small batches to ensure the proper temperature.
Food is cooked to the proper temperature.

The internal temperature of food is monitored.

Milk will be served on ice, during meal times, utilizing the Districts ice machine to ensure proper temperature of the milk. 
HOT HOLDING

Hot holding units must be kept clean-inside and outside.  
Food is heated to the required temperature before placing in the unit.  Units are not to be used to reheat potentially hazardous foods.

The internal temperature for food being held is monitored.

Unit is preheated before food is placed inside.

Food is protected from contamination and is held at or above 160o. 
COLD HOLDING
Refrigerators are kept clean and organized.

Temperature is at or below 41o.

Food is protected from contamination.

Thermometers are available and working.

Food is stored 6 inches off the floor.

All food is properly wrapped and labeled.

The First In -  First Out method is used.

Temperatures are checked and recorded.
FOOD STORAGE AND DRY STORAGE

Temperatures in dry storage will be between 60o and 80oF.

All food and paper supplies are stored 6 to 8 inches off the floor.

All food is labeled with the date received.

Open bags of food are stored in airtight containers or storage bags.

The First in - First Out method of inventory is used.

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.

CLEANING AND SANITIZING
Per COVID pandemic recommendations, Plexiglas was installed at the serving and return tray counters for additional safety for students and staff.
A three-compartment sink is set up for proper washing, rinsing and sanitizing.

Dishwasher will be working properly.

Water is free of food and grease and kept at the proper temperature.

Kitchen will be inspected at minimum of 2 times yearly-once by the Saline County Health Inspector and once by Cintas for the annual hood inspection.
UTENSILS AND EQUIPMENT

All small equipment and utensils, including cutting boards and knives are cleaned and sanitized between each use.

Work surfaces are clean.

Thermometers are calibrated on a regular basis.

Exhaust hood and filters are clean and inspected at minimum of once yearly.
Boxes, containers and recyclables are removed at least twice weekly.

Garbage cans are kept clean and emptied daily.

Dumpsters are kept as clean as possible and covered at all times.  
Dumpsters will be emptied weekly by an outside vendor, for 2020-2021 it will continue to be Rural Trash Services.
PEST CONTROL

No evidence of pests will be present.  For 2020-2021 school year, the District has contracted with Orkin to be serviced every other month, with the option to call as needed.
THE FOOD PREPARATION PROCESS
Each menu item will be prepared using one of the following Processes.  

Process #1 - No Cook Preparation Process.

Process #2 - Same Day Service Preparation Process.

Process #3 - Complex Food Preparation Process.

Complete details of each Process can be found on the following pages.
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2020-2021 USDA Non-discrimination Statement: 
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. 

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than English. 

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by: (1) mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 Independence Avenue, SW Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov. 

This institution is an equal opportunity provider
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