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[image: A line drawing of several papers  Description automatically generated]How to use this diary
Keeping records is a required part of your Food Control Plan, as they show you have been following your plan. This diary is a handy way to keep the most important records in one place. Note that you will still require some other records (e.g. received goods log book, self-supply water tests).
Your verifier will check this diary when they visit.
The day-to-day manager (as identified in your FCP) is responsible for ensuring accuracy of the diary by signing off the weekly checks and four-week review. By signing you confirm that you and your staff have:
· followed the procedures,
· performed the opening and closing checks
· performed the temperature checks
· processed and handled food safely
· taken the actions written in the diary.
Responsibility
The four-week review helps keep you on track over the year. It is used:
· to identify any recurring issues that need fixing,
· to record any changes that have happened (e.g. new staff or equipment),
· to make sure that the required actions documented in the Food Control Plan have been followed,
· to keep track of the findings of the required self-checks.
The four-weekly review page is at the end of every four-week section in this diary. Every four weeks, the day-to-day manager should review the previous four week’s entries.
Four-week review



[image: A line drawing of several papers  Description automatically generated]  Daily and Weekly checks
Perform the daily checks every working day, and the weekly checks once a week. Add any other checks that are specific to your operations.

· Staff are fit for work, clean and properly dressed for their tasks
· Surfaces and equipment are clean and ready for use
· Plenty of hand washing and cleaning materials (soap, paper towels, cloths etc.) are available
· ​
Opening checks to be performed at the start of the working day

· Food is correctly stored and protected from contamination
· Food past it’s ‘use by’ date has been thrown away
· Cleaning has been completed (as per your cleaning schedule)
· Waste has been removed and bins refreshed
· ​
Closing checks to be performed at the end of the working day
· Record the temperature of chillers storing food
· Record the temperature of any food being hot-held following the Instructions in your FCP
· Record cooking temperature / time when cooking meat and reheating food as required in your FCP
Daily temperature checks to be written down
Weekly checks are shown in the ‘once a week’ section of the record and include such things as pest control, weekly cleaning, self-checks (internal audits) and maintenance.
Weekly checks





[image: A black and white image of a thermometer  Description automatically generated]Thermometer calibration


Check your thermometers once a term, and any time you suspect a thermometer may not be working correctly. Use the ice point check or boiling point check as below and write the results in the table.
For Infra Red (IR) thermometers follow the calibration instructions that are provided or ask the supplier how to calibrate your IR thermometer.

	Ice point (ice slurry) check
(for cold food thermometers)
	Boiling point check
(for hot food thermometers)

	1. Half fill a glass with broken or shaved ice (e.g. scraped from the sides of the freezer)
2. Add a little water so that it shows at the bottom of the glass
3. Put the thermometer in the slurry without touching the sides or bottom
4. Wait until the temperature display is steady then record the result
5. The reading should be between -1oC
and +1oC.
	1. Boil unsalted water in a pot
2. Once boiling, insert the thermometer, avoiding contact with the sides or bottom
3. Wait until the temperature display is steady then record the result
4. The reading should be between 99oC and 101oC

	If the reading is out of range, take action (e.g. replace thermometer) and record this.



	Thermometer calibration record

	
Date of calibration
	

Thermometer
	Ice slurry reading
oC
	Boiling water reading
oC
	
Checked by
	

Action taken

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


There is a thermometer calibration poster on the next page you may wish to print for your kitchen.







You can check your thermometer by:.. .
•



Check the temperature of ice­ slush (slurry)*. It should read between -1-C and 1-C.









ther ometer it'sa chance to make sure everyttiing ,s



Unfit car= unsafe car.
Unfit thermometer= unsafe food.

We suggest your thermometer be checked everv 6-12 months or as�er manufacturer instructions
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[image: ]•make sure the thermometer doesn't touch the sides/bottom of thecontainet and hold for 10 seconds before reading the temperature

Check the temperature of boiling water•. It should read between 99-C and 101 •c.






Check the temperature at
the same time asusinganother calibrated thermometer•.
It shouldgive you the same temperature.




New ZealandFood Safety
Ministry for Primary Industries
M?.MIOAhu Ma1ua

[image: ]	Self-check record
Use this record to ensure all parts of your FCP are self-checked every year. Record any required actions in the four-weekly record. Cross out any that don’t apply to your operations (e.g. self-supply water or making sushi)

	Topic (FCP card)
	Date checked
	Checked by

	Provider Details
	
	

	Kitchen Layout
	
	

	Managing risks nearby
	
	

	Taking responsibility
	
	

	Checking the plan is working
	
	

	Training & Competency
	
	

	Managing Places & Equipment
	
	

	Suitable water
	
	

	Self-supply water
	
	

	Health & Hygiene
	
	

	Keeping food cold
	
	

	Checking for pests
	
	

	Separating food
	
	

	Preparing food safely
	
	

	Sourcing and receiving
	
	

	Storing and displaying
	
	

	Cooking food
	
	

	Cooking poultry, meat, liver
	
	

	Reheating
	
	

	Cooling freshly cooked food
	
	

	Defrosting food
	
	

	Keeping food hot
	
	

	Transporting food
	
	

	Displaying food
	
	

	Knowing what’s in your food
	
	

	Cleaning up
	
	

	Maintaining equipment and facilities
	
	

	When something goes wrong
	
	

	Recalls
	
	

	Dealing with complaints
	
	

	Tracing food
	
	

	Making sushi with acidified rice
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon[image: A thermometer on a black background  Description automatically generated]

	Tue[image: A thermometer on a black background  Description automatically generated]

	Wed[image: A thermometer on a black background  Description automatically generated]

	Thu[image: A thermometer on a black background  Description automatically generated]

	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
	
[image: A thermometer on a black background  Description automatically generated]
	
Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


[image: A black background with a white object on it  Description automatically generated]Week 1 Notes
	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	Thursday
	

	
	Can you locate your

	Friday
	

	
	re-opening

	
	checklist?

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated]Week 2 commencing	/	/

	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon[image: A thermometer on a black background  Description automatically generated]

	Tue[image: A thermometer on a black background  Description automatically generated]

	Wed[image: A thermometer on a black background  Description automatically generated]

	Thu[image: A thermometer on a black background  Description automatically generated]

	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
	
[image: A thermometer on a black background  Description automatically generated]
	
Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	





	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


[image: A black background with a white object on it  Description automatically generated]	Week 2 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	Create and

	
	maintain

	
	good food
safety

	Thursday
	

	
	habits by

	
	doing the
same

	Friday
	

	
	checks

	
	every day.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated]Week 3 commencing	/	/

	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 3 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	Does

	
	everyone

	Thursday
	know who

	
	takes over

	
	when the
kitchen

	Friday
	

	
	manager is

	
	away?

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Temperature [image: A black clock with a white hand  Description automatically generated] Time temperature taken



	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 4 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	
	Brown

	
	minced

	Wednesday
	

	
	meat

	
	properly to

	Thursday
	kill any bugs

	
	that were

	
	dispersed
during the

	Friday
	

	
	mincing

	
	process

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated] Four-week cycle review
This section is to be filled in by the day-to-day manager every four weeks

	What’s gone wrong?

	In the last four weeks did anything go wrong?
Did the same thing go wrong more than once?	Yes	No Were there any complaints?	 Yes	 No
What went wrong, why did it happen and how will you prevent it happening again?



	New workers

	Do you have any new food handlers?	Yes	No If so, have they been trained and the records completed?	 Yes	 No
If ‘no’ what action has been taken to ensure all staff are trained and records kept?



	Have there been any changes?

	Are you preparing and serving any new types of food?	 Yes	 No Do you have any new suppliers?	Yes	No
Are you using any new or difference equipment?	Yes	No
Has the FCP been updated (if required)?	Yes	No
Have there been any other significant changes?	Yes	No If yes to any of the above, write down the details here:
If any changes require council or MPI approval, write down what has been done here:



	Self-Checks

	Which procedures have been self-checked this cycle and what were the required actions or recommendations?



	
Signed:
	
Dated:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
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	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	Cook meat

	
	and poultry
until the

	Thursday
	

	
	core

	
	temperature
is 75oC for

	Friday
	

	
	at least 30

	
	seconds.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 6 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	Thursday
	

	
	For perishable

	
	packet food,
write on them

	Friday
	

	
	what day they

	
	were opened.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 7 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	














Practice stock rotation to use the oldest food first.

	Tuesday
	

	Wednesday
	

	Thursday
	

	Friday
	

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)

Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
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	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
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	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 8 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	Check

	
	ingredient
lists regularly

	Thursday
	

	
	to see if

	
	anything has

	Friday
	

	
	changed (e.g.

	
	is there a new

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	allergen?).

	
	

	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated] Four-week cycle review
This section is to be filled in by the day-to-day manager every four weeks

	What’s gone wrong?

	In the last four weeks did anything go wrong?
Did the same thing go wrong more than once?	Yes	No Were there any complaints?	 Yes	 No
What went wrong, why did it happen and how will you prevent it happening again?



	New workers

	Do you have any new food handlers?	Yes	No If so, have they been trained and the records completed?	 Yes	 No
If ‘no’ what action has been taken to ensure all staff are trained and records kept?



	Have there been any changes?

	Are you preparing and serving any new types of food?	 Yes	 No Do you have any new suppliers?	Yes	No
Are you using any new or difference equipment?	Yes	No
Has the FCP been updated (if required)?	Yes	No
Have there been any other significant changes?	Yes	No If yes to any of the above, write down the details here:
If any changes require council or MPI approval, write down what has been done here:



	Self-Checks

	Which procedures have been self-checked this cycle and what were the required actions or recommendations?



	
Signed:
	
Dated:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 9 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	Follow any

	Thursday
	storage

	
	instructions

	
	provided on
the packet

	Friday
	

	
	or by your

	
	supplier.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 10 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	Thursday
	

	
	Throw out

	
	any food
that is past

	Friday
	

	
	its ‘Use By’

	
	date.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	

	
	

[image: ]Use by:
Mar 2028


	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 11 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	
	Self-Supply

	
	Water needs
to be tested

	Tuesday
	

	
	regularly for:

	Wednesday
	· E-coli

	
	· Turbidity

	
	· Chlorine & pH

	
	(if chlorinated)
See page 29 of

	Thursday
	

	
	your FCP.

	Friday
	Nb: your

	
	school may

	
	already do

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	water testing.
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated]Week 12 commencing	/	/

	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
	
[image: A thermometer on a black background  Description automatically generated]
	
Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 12 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	Food that has

	
	been in the

	
	danger zone

	Wednesday
	

	
	(5oC – 60oC)

	
	for 2 to 4

	Thursday
	hours may

	
	be:

	
	· Served
· Re-heated to

	Friday
	

	
	75oC

	
	Do not chill

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated] Four-week cycle review
This section is to be filled in by the day-to-day manager every four weeks

	What’s gone wrong?

	In the last four weeks did anything go wrong?
Did the same thing go wrong more than once?	Yes	No Were there any complaints?	 Yes	 No
What went wrong, why did it happen and how will you prevent it happening again?



	New workers

	Do you have any new food handlers?	Yes	No If so, have they been trained and the records completed?	 Yes	 No
If ‘no’ what action has been taken to ensure all staff are trained and records kept?



	Have there been any changes?

	Are you preparing and serving any new types of food?	 Yes	 No Do you have any new suppliers?	Yes	No
Are you using any new or difference equipment?	Yes	No
Has the FCP been updated (if required)?	Yes	No
Have there been any other significant changes?	Yes	No If yes to any of the above, write down the details here:
If any changes require council or MPI approval, write down what has been done here:



	Self-Checks

	Which procedures have been self-checked this cycle and what were the required actions or recommendations?



	
Signed:
	
Dated:



[image: A black background with a white object on it  Description automatically generated]Week 13 commencing	/	/

	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
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	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 13 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	
	
Does

	Tuesday
	

	
	everyone

	
	know who is

	Wednesday
	responsible

	
	for handling

	
	and
documenting

	Thursday
	

	
	any

	
	complaints

	Friday
	

	
	about the

	
	food you

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	make?
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 14 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	
	
It is best to

	Wednesday
	

	
	defrost food

	
	in a chiller.

	Thursday
	Never

	
	defrost by

	
	running
food under

	Friday
	

	
	warm water.

	
	

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	

	
	

	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated]Week 15 commencing	/	/

	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
	
[image: A thermometer on a black background  Description automatically generated]
	
Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached

	
	
	
	
[image: A thermometer on a black background  Description automatically generated]
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 15 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	
	Separate

	
	allergens by:

	Wednesday
	

	
	· using different

	Thursday
	spaces

	
	· Processing at

	
	different times

	
	· Thoroughly

	Friday
	cleaning and

	
	sanitising

	
	surfaces and

	
	utensils

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	

	
	

[image: ]

	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
	
[image: A thermometer on a black background  Description automatically generated]
	
Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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[image: A black background with a white object on it  Description automatically generated]
	
[image: A thermometer on a black background  Description automatically generated]
	
[image: A black background with a white object on it  Description automatically generated]
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 16 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	
	
Separating

	Wednesday
	

	
	uncooked /

	
	raw food

	Thursday
	from cooked

	
	/ ready to

	
	eat foods
will stop

	Friday
	

	
	bugs

	
	spreading.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated] Four-week cycle review
This section is to be filled in by the day-to-day manager every four weeks

	What’s gone wrong?

	In the last four weeks did anything go wrong?
Did the same thing go wrong more than once?	Yes	No Were there any complaints?	 Yes	 No
What went wrong, why did it happen and how will you prevent it happening again?



	New workers

	Do you have any new food handlers?	Yes	No If so, have they been trained and the records completed?	 Yes	 No
If ‘no’ what action has been taken to ensure all staff are trained and records kept?



	Have there been any changes?

	Are you preparing and serving any new types of food?	 Yes	 No Do you have any new suppliers?	Yes	No
Are you using any new or difference equipment?	Yes	No
Has the FCP been updated (if required)?	Yes	No
Have there been any other significant changes?	Yes	No If yes to any of the above, write down the details here:
If any changes require council or MPI approval, write down what has been done here:



	Self-Checks

	Which procedures have been self-checked this cycle and what were the required actions or recommendations?



	
Signed:
	
Dated:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
	
[image: A thermometer on a black background  Description automatically generated]
	
Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached

	
	
	
	
[image: A thermometer on a black background  Description automatically generated]
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 17 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	Record any

	Thursday
	signs of pest

	
	activity and

	
	what you
did to deal

	Friday
	

	
	with the

	
	problem.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	

	
	

[image: ]

	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached

	
	
	
	
[image: A thermometer on a black background  Description automatically generated]
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 18 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	
	 Have you

	
	checked the

	Tuesday
	MoE


	
	website

	
	recently? It has:

	Wednesday
	

	
	· The nutrition

	
	standards
· Recipes

	Thursday
	

	
	· Programme

	
	updates

	Friday
	· Lots of other great

	
	stuff

	
	https://education

	
	 .govt.nz

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	

	
	



[image: A screenshot of a computer  Description automatically generated]

	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached

	
	
	
	
[image: A thermometer on a black background  Description automatically generated]
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 19 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	Check daily that frozen

	Thursday
	

	
	food is still

	Friday
	frozen.

	
	You don’t need to

	
	use the

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	thermometer.
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated]Week 20 commencing	/	/

	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri

	
	
[image: A thermometer on a black background  Description automatically generated]
	
[image: ]
	
[image: A thermometer on a black background  Description automatically generated]
	
[image: ]
	
[image: A thermometer on a black background  Description automatically generated]
	
[image: ]
	[image: A thermometer on a black background  Description automatically generated]
	
[image: ]
	
[image: A thermometer on a black background  Description automatically generated]
	
[image: ]

	1
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	

	[image: A thermometer on a black background  Description automatically generated] Temperature [image: A black clock with a white hand  Description automatically generated] Time temperature taken



	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 20 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	Check daily that food in the

	
	fridge is 5oC or

	
	lower. Use:

	Tuesday
	

	
	· A probe

	
	thermometer to

	Wednesday
	check food or a

	
	container of water

	
	· An infrared

	
	thermometer to

	Thursday
	check food

	
	surface, or

	
	· An automated

	
	system that
monitors the fridge

	Friday
	

	
	or the food.

	
	Note: external

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	display gauges can be inaccurate.

	
	

	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated] Four-week cycle review
This section is to be filled in by the day-to-day manager every four weeks

	What’s gone wrong?

	In the last four weeks did anything go wrong?
Did the same thing go wrong more than once?	Yes	No Were there any complaints?	 Yes	 No
What went wrong, why did it happen and how will you prevent it happening again?



	New workers

	Do you have any new food handlers?	Yes	No If so, have they been trained and the records completed?	 Yes	 No
If ‘no’ what action has been taken to ensure all staff are trained and records kept?



	Have there been any changes?

	Are you preparing and serving any new types of food?	 Yes	 No Do you have any new suppliers?	Yes	No
Are you using any new or difference equipment?	Yes	No
Has the FCP been updated (if required)?	Yes	No
Have there been any other significant changes?	Yes	No If yes to any of the above, write down the details here:
If any changes require council or MPI approval, write down what has been done here:



	Self-Checks

	Which procedures have been self-checked this cycle and what were the required actions or recommendations?



	
Signed:
	
Dated:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
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	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 21 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	
	Which staff

	Wednesday
	member

	
	knows the

	
	allergen
names? (pg

	Thursday
	

	
	48 in your

	
	FCP) and
which meals

	Friday
	

	
	contain

	
	them?

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
	
[image: A thermometer on a black background  Description automatically generated]
	
Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 22 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	If you are

	
	using

	Thursday
	sanitiser,

	
	apply it after

	
	hands have
been

	Friday
	

	
	washed and

	
	dried.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
	
[image: A thermometer on a black background  Description automatically generated]
	
Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 23 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	
	Sick staff should

	Wednesday
	

	
	avoid the

	
	food

	Thursday
	

	
	handling

	
	areas.

	Friday
	
Especially if they

	
	have any

	
	vomiting or

	
	diarrhoea

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 24 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	








Ākonga love meals that are familiar. Have you identified any ‘crowd pleasing’ lunches?

	Tuesday
	

	Wednesday
	

	Thursday
	

	Friday
	

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)

Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
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	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated] Four-week cycle review
This section is to be filled in by the day-to-day manager every four weeks

	What’s gone wrong?

	In the last four weeks did anything go wrong?
Did the same thing go wrong more than once?	Yes	No Were there any complaints?	 Yes	 No
What went wrong, why did it happen and how will you prevent it happening again?



	New workers

	Do you have any new food handlers?	Yes	No If so, have they been trained and the records completed?	 Yes	 No
If ‘no’ what action has been taken to ensure all staff are trained and records kept?



	Have there been any changes?

	Are you preparing and serving any new types of food?	 Yes	 No Do you have any new suppliers?	Yes	No
Are you using any new or difference equipment?	Yes	No
Has the FCP been updated (if required)?	Yes	No
Have there been any other significant changes?	Yes	No If yes to any of the above, write down the details here:
If any changes require council or MPI approval, write down what has been done here:



	Self-Checks

	Which procedures have been self-checked this cycle and what were the required actions or recommendations?



	
Signed:
	
Dated:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 25 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	













Are cleaning tasks being properly completed?

	Tuesday
	

	Wednesday
	

	Thursday
	

	Friday
	

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)

Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
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	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated]Week 26 commencing	/	/

	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 26 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	Store

	
	cleaning
chemicals

	Thursday
	

	
	away from

	
	food and
locked away

	Friday
	

	
	from

	
	tamariki.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 27 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	Thursday
	Are there

	
	plenty of hand

	
	washing
materials at

	Friday
	

	
	the hand

	
	washbasins?

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 28 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	Use a ‘buddy

	
	system’ to

	Thursday
	ensure

	
	inexperienced

	
	staff learn
from those

	Friday
	

	
	with more

	
	experience.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated] Four-week cycle review
This section is to be filled in by the day-to-day manager every four weeks

	What’s gone wrong?

	In the last four weeks did anything go wrong?
Did the same thing go wrong more than once?	Yes	No Were there any complaints?	 Yes	 No
What went wrong, why did it happen and how will you prevent it happening again?



	New workers

	Do you have any new food handlers?	Yes	No If so, have they been trained and the records completed?	 Yes	 No
If ‘no’ what action has been taken to ensure all staff are trained and records kept?



	Have there been any changes?

	Are you preparing and serving any new types of food?	 Yes	 No Do you have any new suppliers?	Yes	No
Are you using any new or difference equipment?	Yes	No
Has the FCP been updated (if required)?	Yes	No
Have there been any other significant changes?	Yes	No If yes to any of the above, write down the details here:
If any changes require council or MPI approval, write down what has been done here:



	Self-Checks

	Which procedures have been self-checked this cycle and what were the required actions or recommendations?



	
Signed:
	
Dated:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 29 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	
	The three types of hazard are:

	Wednesday
	

	
	Biological – e.g. bacteria

	Thursday
	

	
	Chemical – e.g. residual cleaning chemicals
Physical – a foreign object (glass, plastic, a bug)

	Friday
	

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 30 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	Is your approved

	Thursday
	

	
	supplier

	
	register up

	Friday
	

	
	to date?

	
	(pg 115 in

	
	your FCP)

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 31 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	








Food that has been in the danger zone (5oC-60oC)
for more than four hours needs to be thrown out.

	Tuesday
	

	Wednesday
	

	Thursday
	

	Friday
	

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)

Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
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	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
	
[image: A thermometer on a black background  Description automatically generated]
	
Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 32 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	Thursday
	

	
	Correct handwashing

	Friday
	

	
	kills 90% of

	
	bugs.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated] Four-week cycle review
This section is to be filled in by the day-to-day manager every four weeks

	What’s gone wrong?

	In the last four weeks did anything go wrong?
Did the same thing go wrong more than once?	Yes	No Were there any complaints?	 Yes	 No
What went wrong, why did it happen and how will you prevent it happening again?



	New workers

	Do you have any new food handlers?	Yes	No If so, have they been trained and the records completed?	 Yes	 No
If ‘no’ what action has been taken to ensure all staff are trained and records kept?



	Have there been any changes?

	Are you preparing and serving any new types of food?	 Yes	 No Do you have any new suppliers?	Yes	No
Are you using any new or difference equipment?	Yes	No
Has the FCP been updated (if required)?	Yes	No
Have there been any other significant changes?	Yes	No If yes to any of the above, write down the details here:
If any changes require council or MPI approval, write down what has been done here:



	Self-Checks

	Which procedures have been self-checked this cycle and what were the required actions or recommendations?



	
Signed:
	
Dated:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 33 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	
	Are your staff fit for

	Wednesday
	

	
	work and

	
	dressed to cook?

	Thursday
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	Friday
	

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	

	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 34 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	
Have you

	
	completed

	
	the Corrective
Action

	Tuesday
	

	
	Requests on

	
	your last

	Wednesday
	

	
	verification

	
	report?
Even if you had an

	Thursday
	

	
	‘acceptable’

	
	outcome there may

	Friday
	be records or

	
	information your

	
	verifier needs to

	
	complete the

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	process with MPI.
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 35 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	Record all

	
	staff

	
	training in

	Thursday
	

	
	their

	
	training

	Friday
	records

	
	even if it is peer-

	
	to-peer training in

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	your kitchen.

	
	

	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
	
[image: A thermometer on a black background  Description automatically generated]
	
Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached

	
	
	
	
[image: A thermometer on a black background  Description automatically generated]
	
[image: A black background with a white object on it  Description automatically generated]
	
[image: A thermometer on a black background  Description automatically generated]
	
[image: A black background with a white object on it  Description automatically generated]
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	If core temperature is above 75oC at first probe, the second check is not required
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	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 36 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	Thursday
	Clearly

	
	mark any

	
	food that is
not for

	Friday
	

	
	school

	
	lunches.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
	

	
	

	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated] Four-week cycle review
This section is to be filled in by the day-to-day manager every four weeks

	What’s gone wrong?

	In the last four weeks did anything go wrong?
Did the same thing go wrong more than once?	Yes	No Were there any complaints?	 Yes	 No
What went wrong, why did it happen and how will you prevent it happening again?



	New workers

	Do you have any new food handlers?	Yes	No If so, have they been trained and the records completed?	 Yes	 No
If ‘no’ what action has been taken to ensure all staff are trained and records kept?



	Have there been any changes?

	Are you preparing and serving any new types of food?	 Yes	 No Do you have any new suppliers?	Yes	No
Are you using any new or difference equipment?	Yes	No
Has the FCP been updated (if required)?	Yes	No
Have there been any other significant changes?	Yes	No If yes to any of the above, write down the details here:
If any changes require council or MPI approval, write down what has been done here:



	Self-Checks

	Which procedures have been self-checked this cycle and what were the required actions or recommendations?



	
Signed:
	
Dated:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 37 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	Thursday
	Does

	
	everyone

	
	have their
hair tied

	Friday
	

	
	back or in a

	
	hairnet?

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
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	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 38 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	Thursday
	Store raw

	
	meat and

	
	poultry
below other

	Friday
	

	
	foods in

	
	your fridge.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
[image: A thermometer on a black background  Description automatically generated] Temperature	[image: A black background with a white object on it  Description automatically generated] Seconds at recorded temperature



	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[image: A black background with a white object on it  Description automatically generated]Week 39 Notes

	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	Cooking

	
	doesn’t kill
all bugs.

	Thursday
	

	
	This is why

	
	we have a
complete

	Friday
	

	
	Food Safety

	
	Programme.

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
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	Daily chilled food checks

	Fridge contents must be 5oC or below

	
Unit
	Mon
	Tue
	Wed
	Thu
	Fri
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	Chilled delivery checks

	Write down the temperature of chilled food at delivery

	
Day
	
Time
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Action taken if temperature not 5oC or below

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cooked meat temperature check

	Check the core temperature of meat or poultry with a probe thermometer to confirm
that it has reached 75oC for at least 30 seconds

	
Day
	
Meat item
	Cooking
method
	1st probe
	2nd probe
	Action taken if temperature
not reached
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	If core temperature is above 75oC at first probe, the second check is not required
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	Reheating

	Reheated food must reach a core temperature of 75oC or above

	

Day
	

Food
	Reheating
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Finish
time
	Finish core
temperature
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




	Cooling freshly cooked food

	Food must cool from 60oC to 21oC within 2 hours and from 21oC to below 5oC within 4
hours.

	

Day
	

Food
	Cooling
	Action taken if temperature not reached

	
	
	
Method
	Start
time
	Temp at
2 hours
	Temp at 4-6
hours
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	Monday (Any problem or changes? What were they and what did you do?)
	

	Tuesday
	

	Wednesday
	

	
	Keep this

	Thursday
	record in a

	
	safe place.

	
	Your verifier
may wish to

	Friday
	

	
	see it next

	
	year!

	Once a week checks
Any signs of pest activity	Yes	No
(if yes, write down how you responded in the day record above)
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	Weekly cleaning tasks completed
Fortnightly cleaning tasks completed (if this week) Weekly maintenance tasks completed
Fortnightly maintenance tasks completed (if this week)
	

	The procedures in our FCP were followed this week
	

	

Name:	Signed:
	



[image: A black background with a white object on it  Description automatically generated] Four-week cycle review
This section is to be filled in by the day-to-day manager every four weeks

	What’s gone wrong?

	In the last four weeks did anything go wrong?
Did the same thing go wrong more than once?	Yes	No Were there any complaints?	 Yes	 No
What went wrong, why did it happen and how will you prevent it happening again?



	New workers

	Do you have any new food handlers?	Yes	No If so, have they been trained and the records completed?	 Yes	 No
If ‘no’ what action has been taken to ensure all staff are trained and records kept?



	Have there been any changes?

	Are you preparing and serving any new types of food?	 Yes	 No Do you have any new suppliers?	Yes	No
Are you using any new or difference equipment?	Yes	No
Has the FCP been updated (if required)?	Yes	No
Have there been any other significant changes?	Yes	No If yes to any of the above, write down the details here:
If any changes require council or MPI approval, write down what has been done here:



	Self-Checks

	Which procedures have been self-checked this cycle and what were the required actions or recommendations?



	
Signed:
	
Dated:


Version Control

	Version
	Change
	Date Active
	Sign

	02
	Add Chilled food record
	01.07.2025
	SL

	03
	Change programme name
	27.01.2026
	SL
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