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Healthy School Lunches programme – incident report V2.0

Healthy School Lunches programme
Food safety incident report
This form is to be used for the purpose of documenting food safety incidents (e.g. improperly cooked food, a breach of allergen or religious requirements, or a foreign object present).
For general or quality complaints, please contact your Senior Advisor.
After eliminating the immediate threat of your food safety incident please:
· Contact your Healthy School Lunches Senior Advisor within 2 hours of the incident occurring; they will be able to walk alongside you to guide and support the process.
· Please retain any affected food and/or foreign matter
· Please fill in this form and forward to schoollunches.foodsafety@education.govt.nz as soon as possible; within 24 hours of the incident occurring. If you require more time, please discuss with your Senior Advisor.

	Incident form 

	Date of Incident:
	

	Time of Incident:
	

	Name of Affected School/s:
	

	Name, Role and Contact Details of Person Completing this Form:

	

	Mobile phone for contact person:
	

	Description of the incident

	What type of food safety incident has occurred? (please tick)

☐ Foreign object  ☐  breach of dietary or religious requirements  ☐ undercooked or raw food  
  ☐  food at wrong temperature   ☐   spoiled food  ☐  other (please specify):

What was the issue?





Which meal/s was/were affected (include meal description and date served)?




Who was the supplier of the meals?




How many meals were affected, and how many were eaten?




Was harm caused? If so, describe the harm caused.





Do you have any photographs of the affected meal and/or foreign matter? If so, attach them to this form or send to your Senior Advisor. If the food is in a package, please photograph the batch number and any other identifying details.




Did you retain a sample of the problem meal (or foreign matter)? 








Would you be ok with New Zealand Food Safety contacting you directly? 

If ‘yes’, please write down the best contact person and contact phone number:





	Where the complaint is foreign matter

	
Where was the foreign matter found? (e.g. in which meal component, on top of meal, mixed into meal)


Who found the foreign matter?


How was it found (e.g. someone bit into it, someone else saw it in their meal)?



How big is the object?



Please describe the nature of it (firm, flexible, sharp?




	Following people informed (please highlight or circle):

	☐ Parents/ whānau
	☐ Healthy School Lunches Senior Advisor
	☐ Your Verifier/NZFS
	☐ Other

	Foodborne illness

	If there has been illness, please report this to your local Public Health Unit and ensure any affected student is seen by a doctor.

	Is there anything else you would like to report regarding this incident?

	









	Name / Signature:
	Date: 

	



	Attachments:(e.g. photos of meals)











	Total No. Pages







Attach any supporting documentation to this report.
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