Food Safety Program records[image: image1.emf]
For the year commencing __________________________________
The Food Safety Program record book was created to provide an easy system of keeping Food Safety Program records. It was amalgamated from current Food Safety Program records so that a double page contains all the records required for one month. Further copies of this book are available from the Council website www.cardinia.vic.gov.au

Ensure that all high risk products (potentially hazardous foods) are kept at the correct temperatures:

· cold foods to be kept at or below 5°C

· frozen foods to be kept at or below -15°C

· hot foods to be kept at or above 60°C.
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Ensure when cooking or reheating food that it is heated to 75°C or hotter to reduce/eliminate bacteria that may be present.

If high risk products are not kept at the right temperature, you must monitor the time at which the food is within the danger zone. Food may be returned to the fridge/cool room if it is within the danger zone for less than two hours. If it is in the danger zone for more than two hours it can remain for another two hours (total of four hours) but then must be thrown out. Use the ‘Ready to Eat Foods on Display’ log to record the time and temperature. [Danger Zone = 5°C to 60°C]

Corrective actions should be recorded on the back page.

These records must be kept for a minimum of two years from the date of the last entry.

Premises name:____________________________________________
Record keeping

Full implementation of your food safety program, including the maintenance of specified records is a minimum legal requirement under section 19D of the Food Act 1984. Failure to maintain such records can be deemed grounds for suspension or revocation of your current Food Act Registration, which would in effect; cease you from trading legally.

You are required to maintain your Food Safety Program and the following Version 3 records and ensure that they are kept on-site:

1) Record 1 : My Food Suppliers

You are required to list the trading name, business address and contact phone numbers for all of your food suppliers. It is important that suppliers of raw materials, such as bulk oil, flour or rice are also included.


2) Record 2: My temperature checks of food in cold or hot storage

You are required to monitor and record the temperature of at least one high risk food in each refrigeration, freezer and hot holding units within your business once per day. You can choose the way you keep the information by using the template record form or your own form that records the date, unit, and food temperature and any corrective action taken.


3) Record 3: My cooking temperature checks

You are required to monitor and record that the temperature of one menu item reaches 75⁰C or above at least once per month.


4) Record 4: How I use the 2 hour/4hour rule for high-risk food

You are required to write down your usual practice for using the 2hour/4hour rule and make sure you and your staff understand it. This record needs to be updated if your practices change.


5) Record 5: My probe thermometer accuracy checks

You are required to calibrate each thermometer at least once per year. Thermometers must be accurate to (/-1(C and corrective action logged if they fail (e.g. new batteries required or thermometer replaced).

	Record 1: My food suppliers

	#
	Trading name
	Business address
	Contact phone number

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	

	12
	
	
	

	13
	
	
	

	14
	
	
	

	15
	
	
	


Temperature records for January.
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
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	8
	
	
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	
	
	

	10
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	13
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	23
	
	
	
	
	
	
	
	
	
	
	
	

	24
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	26
	
	
	
	
	
	
	
	
	
	
	
	

	27
	
	
	
	
	
	
	
	
	
	
	
	

	28
	
	
	
	
	
	
	
	
	
	
	
	

	29
	
	
	
	
	
	
	
	
	
	
	
	

	30
	
	
	
	
	
	
	
	
	
	
	
	

	31
	
	
	
	
	
	
	
	
	
	
	
	


Delivery records
A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water
All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.
	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display
High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log
To be completed once a month
	Menu Item:
	

	Process
	
	
	
	
	
	

	Date
	
	
	
	
	
	

	
	Start
	End
	Start
	End
	Start
	End
	Start
	End
	Start
	End
	Start
	End

	Time
	
	
	
	
	
	
	
	
	
	
	
	

	Temp
	
	
	
	
	
	
	
	
	
	
	
	

	Time
	
	
	
	
	
	
	
	
	
	
	
	

	Temp
	
	
	
	
	
	
	
	
	
	
	
	


Temperature records for February
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
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	9
	
	
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	
	
	
	
	

	13
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	26
	
	
	
	
	
	
	
	
	
	
	
	

	27
	
	
	
	
	
	
	
	
	
	
	
	

	28
	
	
	
	
	
	
	
	
	
	
	
	

	29
	
	
	
	
	
	
	
	
	
	
	
	


Delivery records

A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water

All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.

	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display

High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log

To be completed once a month
	Menu Item:
	

	Process
	
	
	
	
	
	

	Date
	
	
	
	
	
	

	
	Start
	End
	Start
	End
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	End
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	End
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Temperature records for March
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
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	30
	
	
	
	
	
	
	
	
	
	
	
	

	31
	
	
	
	
	
	
	
	
	
	
	
	


Delivery records

A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water

All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.

	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display

High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log

To be completed once a month
	Menu Item:
	

	Process
	
	
	
	
	
	

	Date
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	End
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	End
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Temperature records for April
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM

	1
	
	
	
	
	
	
	
	
	
	
	
	

	2
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	27
	
	
	
	
	
	
	
	
	
	
	
	

	28
	
	
	
	
	
	
	
	
	
	
	
	

	29
	
	
	
	
	
	
	
	
	
	
	
	

	30
	
	
	
	
	
	
	
	
	
	
	
	


Delivery records

A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water

All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.

	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display

High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log

To be completed once a month
	Menu Item:
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Temperature records for May
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM

	1
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	28
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	31
	
	
	
	
	
	
	
	
	
	
	
	


Delivery records

A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water

All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.

	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display

High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log

To be completed once a month
	Menu Item:
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Temperature records for June
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM

	1
	
	
	
	
	
	
	
	
	
	
	
	

	2
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	30
	
	
	
	
	
	
	
	
	
	
	
	


Delivery records

A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water

All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.

	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display

High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log

To be completed once a month
	Menu Item:
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Temperature records for July
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
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Delivery records

A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water

All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.

	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display

High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log

To be completed once a month
	Menu Item:
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Temperature records for August
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
	AM
	PM
	AM
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	AM
	PM
	AM
	PM
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Delivery records

A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water

All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.

	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display

High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log

To be completed once a month
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Temperature records for September
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM

	1
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Delivery records

A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water

All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.

	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display

High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log

To be completed once a month
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Temperature records for October
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
	AM
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	PM
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Delivery records

A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water

All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.

	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display

High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log

To be completed once a month
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Temperature records for November
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
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	PM
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Delivery records

A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water

All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.

	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display

High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log

To be completed once a month
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Temperature records for December
Temperature records to be taken at least twice a day or as per your Food Safety Program.

	Unit
	
	
	
	
	
	

	Date
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM

	1
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Delivery records

A minimum of 1-in-5 deliveries from each supplier to be recorded. Temperatures must be taken of high risk food products.
	Date
	Supplier
	Temperature
	Used by/Best before
	Accept or Reject

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Private drinking water

All corrective actions to be recorded on back page. Refer to the Guidelines for private drinking water supplies at commercial and community facilities.

	Date
	Type of monitoring or maintenance (e.g. system inspections, chlorine test, filter replacement etc.) 
	Results

	
	
	

	
	
	


Ready to eat food on display

High risk ready to eat foods may be held at a temperature between 5°C and 60°C for up to 4 hours
	Date
	Type of ready to eat food
	Start time
	End time 
	Time used/discarded

	
	
	
	
	

	
	
	
	
	


Thermometer calibration

Thermometer must be calibrated once every six months
	Date
	Unit
	Boil Point
	Cold Point
	Pass Fail

	
	
	
	
	

	
	
	
	
	


Pest control

Record any physical checks here

	Date
	Evidence of pest infestation Yes/No
	Details of sighting/evidence 

E.g. droppings, gnaw marks, insects seen etc.



	
	
	


Process temperature log

To be completed once a month
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Annual review
Date annual review conducted: __________________

· There are no changes required to the current Food Safety Program.
· I have made some changes to my food safety program (including details of the Food Safety Supervisor) and I sent a copy of those changes to Council within 14 days of making those changes.

Corrective actions
	Date
	Corrective actions taken
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