How to use this pack

Welcome to
Safer food, better business for retailers

Is this pack for me? Do you sell food that needs to be kept cold to keep
This pack is for small retail businesses that sell food, it safe?

including any food that needs to be kept cold to keep

it safe, e.g. milk. Yes [ ] No []

Retail businesses that sell any food must comply with
food law.

If Yes, is your business one of these? (please tick)

 Small convenience store
» Confectioner, tobacconist and newsagent (CTN)
 Health food shop

e Delicatessen

oo

» Other — give details:

This pack is not suitable for specialist retailers
including butchers, fishmongers and bakers.

If No (you do not sell any food that needs to be kept
cold) this pack could be more than you are required
to do by law. But you can still use the pack if you
want to.

If you are not sure if this pack is suitable for your
business, contact the environmental health service
at your local authority.



How does this pack help me comply with

the law?

Food hygiene regulations say that you must be able to
show what you do to make sure the food you sell is safe
to eat and have this written down. The pack helps you
do this.

This pack is based on the principles of HACCP (hazard
analysis critical control point), but you will not find
words such as ‘HACCP’ or ‘hazard’ in the pack because
we have cut out all the jargon.

What if | also do some preparation or cooking
of food?

The Cooking and preparation section in this pack is
designed for retail businesses that do certain types of
cooking and preparation.

Who should take charge of the pack?

The person who is responsible for the day-to-day
running of the business is the best person to work
through this pack.

It is a good idea to involve other staff to help the pack
work in your business.

How does the pack work?
The pack contains sheets for you to work through and
complete. These are called ‘safe methods’.

It also contains a diary for you to fill in every day and
write down anything different that happens, including
anything that goes wrong.

Do you...

 prepare ready-to-eat foods, e.g. sandwiches?

» ‘bake off’ bought-in products e.g. sausage rolls
and pasties?

* reheat food, or keep it hot, e.g. reheating
bought-in cooked pies?

e cook bacon, sausages or eggs?

o o o

e cook rotisserie chicken or ham?

If you do one or more of the above, you should work
through the relevant ‘safe methods’ in the Cooking
and preparation section.

But if you do any cooking or preparation of food that
is not listed above, contact the environmental health
service at your local authority for advice.




How to use the safe methods Front

The ‘Safety point’ column highlights things that are
important to make food safely.

Safe method:

Personal hygiene

It is vital for staff to follow good personal hygiene
practices to help prevent bacteria from spreading to food.

Safety point How do you do this?

Do all staff know when they
should wash their hands?

Yes [] No[]

The ‘Why?’ column tells you why the safety point
is important.

Are staff trained nof to do these
things and supervisgd?

Yes [] No[]

The ‘How do you do this?’ column is for you to write
down what you do.

In some places you only need to tick a box and in
other places write a small amount.

work.

Describe your sta
clothes here:

Do your staff take off watches and
jewellery before preparing food?
Yes [] No []

Do your staff keep their hair tied
back or wear a head covering?

Yes [] No[]

Pictures help to illustrate the safety points.

Sometimes the pictures are marked with one of these symbols: = right = wrong

Back

Washing hands effectively

Fitness for work

Safety point

The ‘What to do if things go wrong’ column gives
practical tips on how to tackle problems.

The ‘How to stop this happening again’ column tells
you how you can prevent problems.

What to do if things go wrong How to stop this happening again

If things go wrong, write down what happened and
what you did in your diary. Each safe method reminds
you to do this.

Write down what went wrong and what you did about it in your dia 6’
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How to use the diary

The diary should be filled in every day by the person responsible for running the business. There is also a 4-weekly
review so you can look back at previous weeks and identify any persistent problems.

Week commencing:

Fill in the date at the start of the week. Fryprevlems o changes it dyo ot T D) o
Name Signed
Any problems or changes — what did you do? o::;:l.i ? i:ﬂf?
Each day, tick here to say you have completed your Nome o
Opening checks and your Closing checks — see the o et e e el s oy
. . . 9 Any problems or changes ~ what did you do? Opening Closing
Management section for more information on these. eckal ) chedes
Name Signed
Our safe methods were followed and effectively supervised today.
1 Any problems or changes — what did you do? enin; losin,
s et
If anything different happens or something goes
. . Name Signed
wrong, make a note of it under the appropriate day. (R
Any problems or changes — what did you do? of::ig; 0 il::cﬁ 0
Name Signed
Any problems or changes — what did you do? ofz:(g; 0 il;;:cr;g; 0
. . ome | fned
Each day, write your name and sign to say that all the [
safe methods have been followed. Any problems or changes — what did you do? O::;‘EO ccl:;rzo

Name Signed

Our safe methods were followed and effectively supervised today.

If you do any Extra checks, make a note next to the
appropriate day — see the Management section for
more information on these.



What do | do next?

How will | benefit from using this pack?

Do | need to keep lots of daily records?

Where can | get more information?

Work through the pack one section at a time and
complete all the safe methods that are relevant to
your business.

When you have worked through all the sections,
make sure you and your staff:

o follow the safe methods all the time

« fill in the diary every day

Using the pack in your business will help you to:

e comply with the law

e show what you do to sell food that is safe to eat
e train staff

» protect your business’s reputation

» improve your business, e.g. by wasting less food

No, you do not need lots of daily records. Once you
have worked through the pack and completed all the
relevant safe methods, you only need to fill in the
diary each day.

This should take just one minute, unless you have
something special to write down.

Remember that you also need to keep all the invoices
and receipts for any food products you buy.

For more information, talk to the environmental
health service at your local authority or visit
www.food.gov.uk/retail

For details of other Food Standards Agency
publications, visit www.food.gov.uk or call the
FSA Publications line on 0845 606 0667.



