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WI Elderly Nutrition Program 
HACCP-Based Standard Operating Procedures (SOPs)  

Adapted from National Food Service Management Institute (NFSMI) SOPs 
 
 

All of the procedures in this manual apply to Elderly Nutrition Program staff, 
volunteers and drivers involved in the daily operation of a safe, wholesome 
establishment.  This includes the areas of food preparation, handling, receiving, 
storing, serving, transporting, cleaning, sanitizing, and all other foodservice 
activities. 
 
The WI Food Code 2009 Edition was the resource used in developing these 
procedures. These SOPs follow State Health Department Regulations.  
These SOPs are general guidelines, feel free to adapt them to meet the specific 
needs of each operation. 
 
Each Local Aging Unit or ADRC will be responsible for the initial training and all 
retraining of foodservice employees and volunteers in the use of the SOPs. All 
new employees and volunteers should review and sign off on this booklet within 
the first 2 weeks of working with the ENP. This is to give them a basic 
understanding of safe food handling. They should then complete either the 
Serving Safe Foods or Serv Safe class to be in full compliance with training 
requirements, see "Additional Required Food Safety Training" at the end of this 
document for more details.  
 
 
The Nutrition Director is encouraged to review and update these SOPs annually. 
 
 
 
 
 
___________________________________     ________________________ 
   Director or Nutrition Director  Signature   Date Implemented 
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Standard Operating Procedures 
Personal Hygiene 

 
PURPOSE:  To prevent contamination of food by foodservice employees. 
 
PROCEDURES: 
1. Follow the County/Tribal Employee Health Policy and follow all local health codes and 

regulations at all times.   
2. Report to work in good health, clean, and dressed in clean attire. 
3. Change apron when it becomes soiled.  Never take aprons into restrooms. 
4. Wash hands properly, frequently, and at the appropriate times. 
5. Keep fingernails trimmed, filed, and maintained so that the edges are cleanable and not 

rough. 
6. Do not wear artificial fingernails or fingernail polish at any time while working in foodservice. 
7. Wear single-use gloves and change regularly or when they become soiled or torn.  Never 

reuse gloves. 
8. Do not wear any jewelry except for a plain ring such as a wedding band and stud earrings.   
9. Treat and bandage wounds and sores immediately.  When hands are bandaged, single-use 

gloves must be worn over bandaged area at all times.   
10. Cover a lesion containing pus with a bandage.  If the lesion is on a hand or wrist, cover with 

an impermeable cover such as a finger cot or stall and a single-use glove. 
11. Eat, drink, use tobacco, or chew gum only in designated break areas where food or food 

contact surfaces may not become contaminated.  Only drinks that have covered lids and 
straws may be consumed in these designated areas.  

12. Taste-test food the correct way: 

 Place a small amount of food into a separate container.  

 Step away from exposed food and food contact surfaces.  

 Use a teaspoon to taste the food.  Remove the used teaspoon and container to the dish 
room.  Never reuse a spoon that has already been used for tasting.  

 Wash hands immediately and put on new gloves. 
13. Wear an effective hair restraint at all times while working around food, food contact 

surfaces and foodservice equipment.  
14. Before working on the serving line: 

 Hair should be neatly arranged and a hair restraint worn. 

 Clothing and apron should be clean. 

 Gloves should be used when serving food. 
 
MONITORING: 
The meal site  manager will inspect employees and volunteers when they report to work to be 
sure that each is following this SOP.   
 
CORRECTIVE ACTION: 
Retrain any foodservice employee or volunteer found not following the procedures in this SOP. 
 
VERIFICATION AND RECORD KEEPING: 
The meal site manager will report any personal hygiene issues with an employee/volunteer to 
the nutrition program directors so it can be recorded in personnel records. 
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WI 2006 Food Code Fact Sheet Referenced below can be downloaded at:  
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSh

eets/EmployeeHygiene-6.pdf 
 

 

http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/EmployeeHygiene-6.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/EmployeeHygiene-6.pdf
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WI 2006 Food Code Fact Sheet Referenced below can be downloaded at:  
"Non-Bare Hand Contact with Ready-to-Eat Foods" 

http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeF
actSheets/BareHandContact-3.pdf 

 
 

 

http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/BareHandContact-3.pdf
http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/BareHandContact-3.pdf
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WI 2006 Food Code Fact Sheet Referenced below can be downloaded at:  
"Using Disposable Gloves" 

http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeF
actSheets/UsingDisposableGloves-5.pdf 

 

 
 

http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/UsingDisposableGloves-5.pdf
http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/UsingDisposableGloves-5.pdf
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Standard Operating Procedures 
Employee Health Policy 

 
PURPOSE: To prevent the spread of foodborne illnesses through the transmission of food. 
 
PROCEDURES: All  foodservice employees and volunteers must follow these procedures for 
illnesses: 
1. Foodservice employees and volunteers must report any illnesses that are transmissible 

through food, including the date of the onset of the following illnesses: 
a. Salmonella 
b. Shigella 
c. Escherichia Coli (E-Coli) 
d. Hepatitis A 
e. Any other pathogen that can be transmitted through food, such as Norovirus, 

Campylobacter, etc. (complete listing can be obtained from any local health department) 
2. If an employee is diagnosed with Salmonella, Shigella, E-Coli or Hepatitis A, or other 

pathogen which can be transmitted through food, the Nutrition Program Manager must 
notify the county or tribal health department. 

3. The foodservice employee/volunteer must report to the Nutrition Program manager any of 
the following symptoms: 

a. Diarrhea 
b. Fever 
c. Vomiting 
d. Jaundice 
e. Sore throat with fever 

4. The Nutrition Program manager must exclude from the establishment all foodservice 
employees/volunteers that are experiencing any of the above mentioned symptoms (see 
paragraph 3). 

5. Foodservice employees/volunteers must notify the Nutrition Program manager if they have 
been ill within: 

a. the past 3 months with Salmonella 
b. the past month with Shigella, E-Coli  
c. the past 10 days with jaundice or Hepatitis A    

6. Foodservice employees/volunteers must report to the Nutrition Program  manager if: 
a. They have been suspected of causing or have been exposed to Salmonella, 

Shigella, E-Coli or Hepatitis A or  
b. They live in the same household with a person with one of the afore listed 

illnesses or  
c. They live in the same household with a person who has been exposed to one of 

the afore listed illnesses.  
7. The Nutrition Program manager must exclude all foodservice employees/volunteers that 

have been diagnosed with Salmonella, Shigella, E-Coli, Hepatitis A. or Jaundiced (within 
the last 10 calendar day).  

8. Foodservice employees/volunteers must inform the Nutrition Program manager of boils, 
burns, cuts and infected wounds on the hands, wrists or exposed portions of an arm.  If the 
foodservice employee/volunteer can wear a non-penetrable cover (such as a finger cot) 
and a glove, the Nutrition  Program manager may assign other duties that do not involve 
food preparation. 
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9. The Nutrition Program manager must obtain approval from the county health department 
and must have a written medical statement from a licensed physician or authorized medical 
professional that specifies that the ill foodservice employee may return to work. 

 
MONITORING: 
1.  The Nutrition Program manager will observe employees/volunteers for boils, burns, cuts 

and infected wounds on hands, wrists and other exposed portions of the body.  
2.  The Nutrition Program manager will observe employees for the following diseases:  

Salmonella, Shigella, E-Coli, and Hepatitis A, or other pathogens that are transmitted via 
food.  

3.  The Nutrition Program manager will observe employees/volunteers for any of the following 
symptoms:  diarrhea, fever, vomiting, jaundice and sore throat with fever. 

 
CORRECTIVE ACTION: 
1. The Nutrition Program manager will require all employees/volunteers with boils, burns, cuts 

and infected wounds on hands, wrists and exposed portions of arms to wear a non-
penetrable cover (such as a finger cot) and a glove.  The manager may assign other duties 
that do not involve food preparation. 

2. The Nutrition Program manager must report to the Health Department Director, any 
employees/volunteers that display symptoms of Salmonella, Shigella, E-Coli, Hepatitis A., 
and/or any of the following symptoms:  diarrhea, fever, vomiting, jaundice and sore throat 
with fever. Employees and volunteers must be restricted from the establishment due to 
serving a highly susceptible population. 

 
VERIFICATION AND RECORD KEEPING: 
All health related records will be maintained in each employee’s/volunteers personnel file. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

WI 2006 Food Code Fact Sheet Referenced below can be downloaded at:  
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSh

eets/EmployeeHealthHighlySusceptible-19b.pdf 
 

 

http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/EmployeeHealthHighlySusceptible-19b.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/EmployeeHealthHighlySusceptible-19b.pdf
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Standard Operating Procedures 
Washing Hands 

 
PURPOSE:  To prevent foodborne illness by contaminated hands. 
 
PROCEDURES: 
1. Post hand washing signs or posters in a language understood by all foodservice staff near 

all hand washing sinks, in food preparation areas, and restrooms. 
2. Use designated hand washing sinks for hand washing only.  Do not use food preparation, 

utility, and dishwashing sinks for hand washing.  Do not use hand sinks for food prep.  
3. Provide warm running water, soap, and either disposable, single use towels or air dryers to 

dry hands.  Provide a waste container at each hand washing sink or near the door in 
restrooms. 

4. Keep hand washing sinks accessible any time employees are present. 
5. Wash hands: 

 Before starting work. 

 During food preparation. 

 When moving from one food preparation area to another. 

 Before putting on or changing gloves. 

 After using the toilet. 

 After sneezing, coughing, or using a handkerchief or tissue. 

 After touching hair, face, or body. 

 After smoking, eating, drinking, or chewing gum or tobacco. 

 After handling raw meats, poultry, or fish. 

 After any clean up activity such as sweeping, mopping, or wiping counters. 

 After touching dirty dishes, equipment, or utensils. 

 After handling trash. 

 After handling chemicals or medications 

 After handling money. 

 After any time the hands may become contaminated. 
6. Follow proper hand washing procedures as indicated below: 

 Wet hands and forearms with warm, running water at least 100 ºF and apply soap 
(about 1 Tablespoon). 

 Scrub lathered hands and forearms, under fingernails, and between fingers for at least 
10-15 seconds.  Rinse thoroughly under warm running water for 5-10 seconds 
(minimum of 20 seconds for complete wash & rinse process). 

 Dry hands and forearms thoroughly with single-use paper towels. 

 Dry hands for at least 30 seconds if using a warm air hand dryer. 

 Turn off water using paper towels. 

 Use paper towel to open door when exiting the restroom. 
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MONITORING: 
1. The Nutrition Program manager will visually observe the hand washing practices of the 

foodservice staff during all hours of operation.   
2. The designated employee will visually observe that hand washing sinks are properly 

supplied during all hours of operation. 
 
CORRECTIVE ACTION: 
1. Ask foodservice employees/volunteers that are observed not washing their hands at the 

appropriate times or using the proper procedure to wash their hands immediately.  
2. Retrain foodservice employees/volunteers to ensure proper hand washing procedure. 
 
VERIFICATION AND RECORD KEEPING: 
The meal site manager will report any hand washing issues with an employee/volunteer to the 
nutrition program directors so it can be recorded in personnel records. 

 
 

WI 2006 Food Code Fact Sheet Referenced below can be downloaded at:  
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSh

eets/Handwashing-1.pdf 
 

Hand Washing Signs can be downloaded at: 
 

English: 
http://datcp.state.wi.us/fs/business/food/publications/pdf/GeneralFactSheet

s/wash_hands.pdf 
 

Spanish: 
http://datcp.state.wi.us/fs/business/food/publications/pdf/GeneralFactSheet

s/wash_hands_spanish.pdf 
 
 

Hmong: 
http://datcp.state.wi.us/fs/business/food/publications/pdf/GeneralFactSheet

s/wash_hands_hmong.pdf

http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/Handwashing-1.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/Handwashing-1.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/GeneralFactSheets/wash_hands.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/GeneralFactSheets/wash_hands.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/GeneralFactSheets/wash_hands_spanish.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/GeneralFactSheets/wash_hands_spanish.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/GeneralFactSheets/wash_hands_hmong.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/GeneralFactSheets/wash_hands_hmong.pdf
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WI 2006 Food Code Fact Sheet Referenced below can be downloaded at:  
"Hand Sanitizers" 

http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeF
actSheets/HandSanitizers-13.pdf 

 

 
 

http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/HandSanitizers-13.pdf
http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/HandSanitizers-13.pdf
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Standard Operating Procedures 
Cleaning and Sanitizing Food Contact Surfaces 

Including Dish Machines and 3 Compartment Sinks 
 

PURPOSE:  To prevent food borne illness by ensuring that all food contact surfaces are 
properly cleaned and sanitized. 

 
PROCEDURES: 
1. Follow manufacturer’s instructions regarding the use and maintenance of equipment and 

use of chemicals for cleaning and sanitizing food contact surfaces.   
2. Wash, rinse, and sanitize food contact surfaces of sinks, tables, utensils, thermometers, 

carts, and equipment: 

 Before each use  

 Between uses when preparing different types of raw animal foods, such as eggs, fish, 
meat, and poultry  

 Between uses when preparing ready-to-eat foods and raw animal foods, such as eggs, 
fish, meat, and poultry  

 Any time contamination occurs or is suspected 
3. Procedure for washing, rinsing, and sanitizing food contact equipment and utensils:  

 Wash with detergent solution. 

 Rinse  with clean water. 

 Sanitize using a sanitizing solution mixed at a concentration and used at a temperature 
as specified on the manufacturer’s label.   

o Chlorine Bleach (EPA approved) – 50-100 ppm 
o Iodine – 25 ppm 
o Quaternary Ammonium (Quats) – 200ppm (generally – concentration can 

vary) 

 Allow to air dry. 
4. Inspect all dishware (trays, glassware, bowls, etc.) for breaks, cracks and  chips. 
5. Procedure for cleaning and sanitizing food contact surfaces:  

 Wash surface with detergent solution. 

 Sanitize surface using a sanitizing solution mixed at a concentration and used at a 
temperature as specified on the manufacturer’s label.   

o Chlorine Bleach (EPA approved) – 50-100 ppm 
o Iodine – 25 ppm 
o Quaternary Ammonium (Quats) – 200ppm (generally – concentration can 

vary) 

 Allow to air dry. 
6.  
7. Dishwashing: 

Dish machine: 
 

 Insert manufacturer’s instructions for use. 

 See WI Food Code section 4-5 
http://datcp.state.wi.us/fs/regulation/food/pdf/ATCP75FinalDraft.pdf 

 

3-Compartment Sinks 

 Setup and use the sink in the following manner: 
o In the first compartment, wash with a clean detergent solution at or above 

110  oF or at the temperature specified by the detergent manufacturer. 

http://datcp.state.wi.us/fs/regulation/food/pdf/ATCP75FinalDraft.pdf
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o In the second compartment, rinse with clean water. 
o In the third compartment, sanitize with a sanitizing solution mixed at a 

concentration and at a temperature as specified on the manufacturer’s label or by 
immersing in hot water at or above 171 oF for 30 seconds.  Test the chemical 
sanitizer concentration by using an appropriate test kit.  

8. Have an on-going pest prevention program and regular pest control by a license pest 
control operator. 

9. Problems with pests will be reported immediately, pest service will be contacted and all 
areas cleaned and sanitized (may need to contact county health department depending on 
severity). 

 
 
 
MONITORING: 
Foodservice employees/volunteers will: 
1. During all hours of operation, visually and physically inspect food contact surfaces of 

equipment and utensils to ensure that the surfaces are clean.  
2. In a 3-compartment sink, on a daily basis: 

 Visually monitor that the water in each compartment is clean. 

 Take the water temperature in the first compartment of the sink by using a calibrated 
thermometer.   

 If using chemicals to sanitize, test the sanitizer concentration by using the appropriate 
test kit or test strip for the chemical. 

 If using hot water to sanitize, use a calibrated thermometer to measure the water 
temperature.  Refer to Using and Calibrating Thermometers SOPs. 

3. In a dish machine, on a daily basis: 

 Visually monitor that the water and the interior parts of the machine are clean and free 
of debris.  

 Continually monitor the temperature and pressure gauges, to ensure that the machine is 
operating according to the data plate.  

 For hot water sanitizing dish machine, ensure that food contact surfaces are reaching 
the appropriate temperature by placing a thermometer on a rack and running the item or 
rack through the dish machine, or by using a temperature test strip.  

 For chemical sanitizing dish machine, check the sanitizer concentration on a recently 
washed food-contact surface using an appropriate test kit.  

 
CORRECTIVE ACTION: 
1. Discard all cracked, broken, or chipped dishware. 
2. Wash, rinse, and sanitize dirty contact surfaces of equipment and dishware.   
3. Discard food that comes in contact with surfaces that have not been sanitized properly. 
4. In a 3-compartment sink:    

 Drain and refill compartments periodically and as needed to keep the water clean. 

 Adjust the water temperature by adding hot water until the desired temperature is 
reached. 

 Add more sanitizer or water, as appropriate, until the proper concentration is achieved.   
5. In a dish machine: 

 Drain and refill the machine periodically and as needed to keep the water clean.   

 If the dish machine is not reaching the proper temperature, contact the appropriate 
individual(s) to have the machine repaired. 
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 For a chemical sanitizing dish machine, check the level of sanitizer remaining in bulk 
container.  Fill, if needed.  “Prime” the machine according to the manufacturer’s 
instructions to ensure that the sanitizer is being pumped through the machine.  Retest.  
If the proper sanitizer concentration level is not achieved, contact the appropriate 
individual(s) to have the machine repaired.  

 Wash, rinse, and sanitize in the 3-compartment sink until the machine is repaired or use 
disposable single service/single-use items if a 3-compartment sink is not available. 

 
VERIFICATION AND RECORD KEEPING: 

 The Nutrition Program manager will verify that foodservice employees/volunteers have 
taken the required temperatures and tested the sanitizer concentration by visually 
monitoring foodservice employees/volunteers during the shift.     
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WI 2006 Food Code Fact Sheet Referenced below can be downloaded at:  
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFact

Sheets/WashingSanitizingEquipment-22.pdf 

 
 
 
 

http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/WashingSanitizingEquipment-22.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/WashingSanitizingEquipment-22.pdf
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Standard Operating Procedures 
Using and Calibrating Thermometers 

 
PURPOSE:  To prevent food borne illness by ensuring that the appropriate type of 

thermometer is used to measure internal product temperatures and that 
thermometers used are correctly calibrated for accuracy. 

 
PROCEDURES: 
1. Follow the food thermometer manufacturer’s instructions for use.  Use a food thermometer 

that measures temperatures from 0 ºF (-18 ºC) to 220 ºF (104 ºC) and is appropriate for the 
temperature being taken.  For example: 

 Temperatures of thin products, such as hamburgers, chicken breasts, pizza, filets, 
nuggets, and sausage patties, should be taken by stacking food products and 
inserting thermometer into the center.  
 Bimetallic, dial-faced stem thermometers are accurate only when 

measuring temperatures of thick foods.  They should not be used to 
measure temperatures of thin foods.  A dimple mark located on the stem 
of the thermometer indicates the maximum food thickness that can be 
accurately measured. 

 Use only oven-safe, bimetallic thermometers when measuring 
temperatures of food while cooking in an oven. 

2. Have food thermometers easily-accessible to foodservice employees/volunteers during all 
hours of operation. 

3. Clean and sanitize food thermometers before and after each use.    
4. Store food thermometers their case in an area that is clean and where they are not subject 

to contamination. 
5. Calibrate thermometers as needed.  

 Ice-water method: 
a. Insert the thermometer probe into a cup of crushed ice. 
b. Add enough cold water to remove any air pockets that might remain. 
c. Allow the temperature reading to stabilize before reading temperature.   
d. Temperature measurement should be 32 ºF (+ 2 ºF) [or 0 ºC (+ 1 ºC)].  If not, 

adjust thermometer dial according to manufacturer’s instructions. 
 
MONITORING:  
Foodservice employees/volunteers will check the accuracy of the food thermometers: 

 At regular intervals (at least once per week) 

 If dropped 

 If used to measure extreme temperatures, such as in an oven 

 Whenever accuracy is in question 
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CORRECTIVE ACTION: 
All thermometers will be recalibrated as needed: 

 For an inaccurate, bimetallic, dial-faced thermometer, adjust the temperature by 
turning the dial while securing the calibration nut (located just under or below the 
dial) with pliers or a wrench (cases often come with built-in wrenches). 

 For an inaccurate, digital thermometer with a reset button, adjust the thermometer 
according to manufacturer’s instructions. 

 If an inaccurate thermometer cannot be adjusted on-site, discontinue using it, and 
follow manufacturer’s instructions for having the thermometer calibrated. 

 Retrain foodservice employees who are using or calibrating food thermometers 
improperly. 

 
VERIFICATION AND RECORD KEEPING: 
The Nutrition Program manager will periodically check the calibration of the thermometer and 
will document any corrective action necessary. 

 
WI 2006 Food Code Fact Sheet Referenced below can be downloaded at:  

http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSh
eets/ThermometerCalibration-7.pdf 

 

http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/ThermometerCalibration-7.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/ThermometerCalibration-7.pdf
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Thermometer Calibration Record & Comment Form 
(Check at least weekly or anytime it is dropped, bumped, or in question) 

 
 

Date Thermometer 
Checked  

(please initial) 

Was Calibration 
Necessary? (Y or N) 

If yes, explain 
corrective action 

taken. 
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WI 2006 Food Code Fact Sheet Referenced below can be downloaded at: 
"Checking Food Product Temperature"  

http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeF
actSheets/CheckingFoodProductTemps-10.pdf 

 

 
 

http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/CheckingFoodProductTemps-10.pdf
http://www.datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/CheckingFoodProductTemps-10.pdf
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Standard Operating Procedures 
Washing Fruits and Vegetables 

 
PURPOSE:  To prevent or reduce risk of food borne illness or injury by contaminated fruits and 

vegetables. 
 
PROCEDURES: 
1. Wash hands using the proper procedure. 
2. Wash, rinse, sanitize, and air-dry all food-contact surfaces, equipment, and utensils that will 

be in contact with produce, such as cutting boards, knives, and sinks. 
3. Wash all raw fruits and vegetables thoroughly before combining with other ingredients, 

including: 

 Unpeeled fresh fruit and vegetables that are served whole or cut into pieces. 

 Fruits and vegetables that are peeled and cut to use in cooking or served 
ready-to-eat.   

4. Wash fresh produce vigorously under cold running water.  Packaged fruits and vegetables 
labeled as being previously washed and ready-to-eat are not required to be washed.   

5. Scrub the surface of firm fruits or vegetables such as apples or potatoes using a clean and 
sanitized brush designated for this purpose.  

6. Remove any damaged or bruised areas. 
7. Label, date, and refrigerate fresh-cut items. 
8. Serve cut melons within 7 days if held at 41 ºF or below.   
9. See "Melon Safe Handling Procedures" below and follow those recommendations for 

washing melons. 
 
MONITORING: 
The Nutrition Program manager will visually monitor that fruits and vegetables are being 
properly washed, labeled, and dated during all hours of operation.   
 
CORRECTIVE ACTION: 
1. Remove unwashed fruits and vegetables.  Wash immediately before being served. 
2. Label and date fresh cut fruits and vegetables. 
3. Discard cut melons held after 7 days. 
 
VERIFICATION AND RECORD KEEPING: 
The Meal Site manager will record any foods discarded on the Food Production Records.   
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WI 2006 Food Code Fact Sheet Referenced below can be downloaded at: 

"Melon Safe Handling Procedures" 
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSh

eets/SafeMelonHandling-26.pdf 
 

 

http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/SafeMelonHandling-26.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/SafeMelonHandling-26.pdf
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Standard Operating Procedures 
Cooking, Holding, Cooling And Storing  

Potentially Hazardous Foods 
 

PURPOSE:  To prevent food borne illness by ensuring that all foods are cooked to the 
appropriate internal temperature. 

 
PROCEDURES: 
Cooking 
1. If a recipe contains a combination of meat products, cook the product to the highest 

required temperature. 
2. Cook products to the following temperatures: 

a. 145 ºF for 15 seconds  

 Seafood, beef, and pork 
b. 155 ºF for 15 seconds 

 Ground products containing beef, pork, or fish  

 Fish nuggets, sticks, or strips. 

 Eggs held on a steam table 

 Cubed or Salisbury steaks 
c. 165 ºF for 15 seconds 

 Poultry  
d. 140 ºF for 15 seconds 

 Fresh, frozen, or canned fruits and vegetables that are going to be held on a 
steam table or in a hot box 

Holding 
1. Hold hot foods at 140 ºF or above  
2. Hold cold foods at 41 ºF or below 
3. Preheat steam tables and hot boxes. 
Cooling 
1. Prepare and cool food in small batches.   
2. Chill food rapidly using an appropriate cooling method. 
3. Place food in shallow containers (no more than 4 inches deep) and uncovered on the top 

shelf in the back of the walk-in or reach-in cooler. 
4. Use a quick-chill unit such as a blast chiller. 
5. Stir the food in a container placed in an ice water bath. 
6. Add ice as an ingredient. 
7. Separate food into smaller or thinner portions. 
8. Pre-chill ingredients and containers used for making bulk items such as salads.  
9. Chill cooked, hot food: 

 to 70 ºF within 2 hours.  Take corrective action immediately if food is not chilled to 
70 ºF within 2 hours.  

 70 ºF to 41 ºF or below in remaining time.  The total cooling process from 140 ºF to 
41 ºF may not exceed 6 hours.  Take corrective action immediately if food is not 
chilled to 41 ºF within the 6 hour cooling process.  

10. Chill prepared, ready-to-eat foods such as tuna salad and cut melons from 70 ºF to 41 ºF or 
below within 4 hours.  Take corrective action immediately if ready-to-eat food is not chilled 
from 70 ºF to 41 ºF within 4 hours.  
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Storage Date 
1. Label potentially hazardous foods that are prepared on-site or opened and held for more 

than 24 hours. 
2. Refrigerate all potentially hazardous foods at 41 ºF or below. 
3. Serve or discard refrigerated potentially hazardous foods within 7 days. 
4. Indicate with a separate label the date prepared, the date frozen, and the date thawed of 

any refrigerated, ready-to-eat, potentially hazardous foods. 
5. Calculate the 7-day time period by counting only the days that the food is under 

refrigeration.  For example: 

 On Monday, 8/1/05, lasagna is cooked, properly cooled, and refrigerated with a 
label that reads, “Lasagna, Cooked, 8/1/05”. 

 On Tuesday, 8/2/05, the lasagna is frozen with a second label that reads, 
“Frozen, 8/2/05.” Two labels now appear on the lasagna.  Since the lasagna 
was held under refrigeration from Monday, 8/1/05 – Tuesday, 8/2/05, only 1 
day is counted towards the 7-day time period. 

 On Tuesday, 8/16/05, the lasagna is pulled out of the freezer.  A third label is 
placed on the lasagna that reads, “Thawed, 8/16/05”.  All three labels now 
appear on the lasagna.  The lasagna must be served or discarded within 6 
days. 

 
MONITORING: 
Cooking 
1.  Take at least two internal temperatures from each batch of food by inserting the 

thermometer into the thickest part of the product which usually is in the center.  
2.  Take at least two internal temperatures of each large food item, such as a turkey, to ensure 

that all parts of the product reach the required cooking temperature. 
Holding 
1. Take temperatures of foods by inserting the thermometer near the surface of the product, 

at the thickest part, and at other various locations. 
2. For hot foods held for service:   

 All hot potentially hazardous foods should be 140 ºF or above before placing 
the food out for display or service.   

 Take the internal temperature of food before placing it on a steam table or in a 
hot holding unit and at least every 2 hours thereafter.  

3. For cold foods held for service: 

 All cold potentially hazardous foods should be 41 ºF or below before placing 
the food out for display or service.   

 Take the internal temperature of the food before placing it onto any salad bar, 
display cooler, or cold serving line and at least every 2 hours thereafter. 

Chilling 
Monitoring temperatures of products every hour throughout daily to verify that foods are date 
marked and that foods exceeding the 7-day time period are not being used or stored. 
Storage Date 
A designated employee will check refrigerators daily to verify that foods are date marked and 
that foods exceeding the 7-day time period are not being used or stored. 
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CORRECTIVE ACTION:  
Cooking 
1. Continue cooking food until the internal temperature reaches the required temperature. 
Holding 
1.  For hot foods: 

 Reheat the food to 165 ºF for 15 seconds if the temperature is found to be below 
140 ºF. 

 Discard the food if it cannot be determined how long the food temperature was 
below 140 ºF. 

2.  For cold foods: 

 Rapidly chill the food using an appropriate cooling method if the temperature is 
found to be above 41 ºF. 

 Place  food in shallow containers (no more than 4 inches deep) on the top shelf in 
the back of the walk-in or reach-in cooler. 

 Add ice as an ingredient. 

 Separate food into smaller or thinner portions. 
Discard food if it cannot be determined how long the food temperature was above 41 ºF. 
 
Reservice of foods 
Once food has been served, it can not be returned and served to someone else. 
Chilling 
1.  Reheat cooked, hot food to 165 ºF for 15 seconds and start the cooling process again 

using a different cooling method when the food is: 

 Above 70 ºF and 2 hours or less into the cooling process; and  

 Below 70 ºF but above 41 ºF and 6 hours or less into the cooling process. 
2.  Discard cooked, hot food immediately when the food is: 

 Above 70 ºF and more than 2 hours into the cooling process; or 

 Above 41 ºF and more than 6 hours into the cooling process. 
3.  Use a different cooling method for prepared ready-to-eat foods when the food is above 

41  ºF and less than 4 hours into the cooling process. 
4.  Discard prepared ready-to-eat foods when the food is above 41 ºF and more than 4 hours 

into the cooling process. 
 
Storage Date 
Foods that are not date marked or that exceed the 7-day time period will be discarded. 
 
VERIFICATION AND RECORD KEEPING: 
Foodservice employees will record temperatures on Food Production Records.  
 
Foodservice manager will verify that foodservice employees has taken the required cooking 
temperatures by visually monitoring foodservice employees and preparation procedures.   
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WI 2006 Food Code Fact Sheet Referenced below can be downloaded at: 
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/Pr

eparingAndHoldingPotentiallyHazFoods-11.pdf 
 

 
Important Note: The upper temp of the Danger Zone for the Elderly 

Nutrition Program is 140 degrees, not 135 so the following has been edited. 

http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/PreparingAndHoldingPotentiallyHazFoods-11.pdf
http://datcp.state.wi.us/fs/business/food/publications/pdf/FoodCodeFactSheets/PreparingAndHoldingPotentiallyHazFoods-11.pdf
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Preparing & Holding Potentially Hazardous Foods 
Wisconsin Food Code Fact Sheet #11 (Page 2) 

Cooking Plant Foods for Hot Holding: Fruits & vegetables that will be held hot shall be cooked 

to the hot holding temperature of 140. 

Hot and Cold Holding: Hot food ≥ 140, except beef roast cooked or reheated as stated for time and 

temperature parameters in the chart on the previous page may be held at 130 Degrees F.(54 Degrees C). 

Cold foods ≤ 41oF (5oC). 

Reheating: 

For Immediate Service After Cooking: cooked & refrigerated ready-to-eat(RTE) Potentially 

Hazardous Foods may be served at any temperature (i.e., roast beef sandwich au jus) if offered for 

immediate service. 

Reheating For Hot Holding: to be completed in 2 hours or less. Leftovers shall be reheated to at 

least 165oF (74oC) for 15 seconds {microwave is 165oF (74oC) rotated or stirred, covered, held for 2 

minutes}. Remaining unsliced portion of beef roast cooked as stated above may be reheated with the 

same initial cooking parameters. 

Commercially processed, hermetically sealed potentially hazardous ready to eat food, or RTE foods 

from an intact package from an approved food processing plant shall be reheated to at least 140oF 

(57.2oC) if intended for hot holding. 

Cooling*: Use rapid chill methods! 

140oF to 70oF (57.2oC to 21oC) within 2 hours, and 70oF to 41oF (21oC to 5oC) within next 4 hours 

Ambient temperature ingredients: cooled to 41oF (5oC) within 4 hours, i.e., reconstituted foods, canned tuna 

*Cold receiving: laws allowing shipping temperature ≥41oF (5oC) for certain products shall be cooled to 41oF within 4 hours, 

except that time parameters need not apply to eggs. 

Frozen Food: The temperature necessary to maintain the product frozen “solid’ (varies for products). 

Freezing fish for parasite destruction (except certain species of tuna): (1) –4oF or –20oC or 

colder for 168 hours or 7 days; OR (2) –31oF or –35oC or colder for 15 hours in a blast freezer 

Slacking: moderating the temperature under refrigeration ≤ 41oF (5oC), OR at any temperature if the 

food remains frozen. 

Thawing: 1) In the refrigerator ≤ 41oF (5oC). 

2) As part of an uninterrupted cooking process. 

3) Any procedure for thawing a Ready-to-Eat food (RTE) for immediate service. 

4) Submerged under running water ≤ 70oF (21o C), and no portion of the RTE food rises above 41oF, or 

for any raw animal foods that will be properly cooked and do not rise above 41oF for more than 4 hours 

(includes time exposed to running water, preparation & cooling to ≤ 41oF (5oC). Running water shall 

have sufficient velocity & flow to float off loose particles in an overflow. 
 
 

Page 2 dfs-3011-0401 March 
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Standard Operating Procedures 
Serving Food 

 
 

PURPOSE:  To prevent food borne illness by ensuring that all foods are served in a sanitary 
manner. 

 
PROCEDURES: 
1. Wash hands before putting on gloves, each time the gloves are changed, when changing 

tasks, and before serving food with utensils.   
2. Avoid touching ready-to-eat foods with bare hands.   
3. Handle trays and plates by the edge or bottom; cups by the handle or bottom; and utensils 

by the handles. 
4. Store utensils with the handles up or by other means to prevent contamination. 
5. Hold potentially hazardous foods at the proper temperature.  
6. Serve food with clean and sanitized utensils, and wear gloves at all times while serving. 

a. Bread, Grain or Cereal 
i. 1 slice bread 
ii. 1/2 cup cooked grain (# 8 scoop or a 4 oz ladle) 
iii. 3/4 cup dry cereal  

b. Vegetable or Fruit  
i. 1/ 2 cup cooked or canned ( 4 oz ladle) 
ii. 1/4 cup dried 
iii.  1 cup raw  

c. Meat, poultry, fish or meat alternate 
i.  2-3 ounces meat 
ii.  1-2 eggs 
iii.  ½ cup beans (# 8 scoop or a 4 oz ladle) 
iv.   4 T peanut butter  
v.   2 oz. nuts 
vi.   ½ c cottage cheese (# 8 scoop or a 4 oz ladle) 

d. Dessert (fruit encouraged)  
i. 1/2 cup (# 8 scoop or a 4 oz ladle) 
ii.  1 equivalent (piece) 

e. Margarine, oil or butter  
i. 1 teaspoon served on side or used in cooking 

f. Milk or acceptable substitute 
i.  8 fluid ounces or equivalent 

 
7. Store in-use utensils properly.  
8. Date mark and cool potentially hazardous foods or discard leftovers.    
 
MONITORING: 
The Nutrition Program manager or designated foodservice employee will visually observe that 
food is being served in a manner that prevents contamination during all hours of service. 

 
CORRECTIVE ACTION:  
1. Replace improperly handled plates, cups, or utensils. 
2. Discard ready-to-eat food that has been touched with bare hands, or has exceeded time 

and temperature limits of proper holding. 
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VERIFICATION AND RECORD KEEPING: 
1. The meal site manager will observe the service of food and document any corrective   

action necessary.   
2. The Nutrition Program  manager will periodically check the storage and use of utensils 

during service and document any corrective action necessary.   

Portion Control Capacity Guide Chart  

Cups Approximate 
Measure  

Portion spoon/Ladle 
size Approximate 
Measure  

Scoop Size  

1/8 cup  1 1/4 oz  #30  

1/4 cup  2  3/4 oz  #16  

1/3 cup  3 oz # 12 

3/8 cup  3   3/4 oz  #10  

1/2 cup  4 oz  # 8  

2/3 cup   4  2/3 oz # 6 

3/4 cup  6 oz  
 

1 cup  8 oz  
 

   
Menu Pattern When One Meal Per Day Is Served 

 
 

 

Meal Component 

Minimum # 

of Servings 

per Meal 

 

 

Serving Size * 

Bread, grain or cereal 1 - 2 1 slice bread, ½ cup cooked, ¾ cup dry cereal or equivalent for 

each serving 

Vegetable and/or fruit 2 4 fluid ounces (½ cup) for each serving 

 A vitamin A-rich (>75% RDA) vegetable/fruit must be served 

at least two times per week. 

 A vitamin C-rich (>33% RDA) vegetable/fruit must be served 

at least once per meal. 

Milk or acceptable 

substitute 

1 8 fluid ounces or equivalent 

Meat, poultry, fish or 

meat alternate 

1 2-3 ounces meat, 1-2 eggs, ½ cup dry beans, 4 T peanut butter, 2 

oz. nuts, ½ c cottage cheese 

Margarine, oil or 

butter 

1 1 teaspoon served on side or used in cooking 

Dessert (fruit 

encouraged) 

1 Generally 4 fluid ounces (1/2 cup) 
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Standard Operating Procedures 
Using Suitable Utensils When Handling Ready-To-Eat Foods 

 
PURPOSE:  To prevent food borne illness due to hand-to-food cross-contamination.    
 
PROCEDURES: 
1. Use proper hand washing procedures to wash hands and exposed arms prior to preparing 

or handling food or at anytime when the hands may have become contaminated. 
2. Do not use bare hands to handle ready-to-eat foods at any time unless washing fruits and 

vegetables.  
3. Use suitable utensils when working with ready-to-eat food.  Suitable utensils may include: 

 Single-use gloves 

 Deli tissue 

 Foil wrap 

 Tongs, spoodles, spoons, and spatulas  
4. Wash hands and change gloves:  

 Before beginning food preparation 

 Before beginning a new task 

 After touching equipment such as refrigerator doors or utensils that have not been 
cleaned and sanitized 

 After coming into contact with chemicals 

 When interruptions in food preparation occur, such as when answering the telephone 
or checking in a delivery 

 When handling money 

 Anytime a glove is torn, damaged, or soiled 

 Anytime contamination of a glove might have occurred 
 
MONITORING:  
A Nutrition Program manager or designee will visually observe that gloves or suitable utensils 
are used and changed at the appropriate times during all hours of operation. 
 
CORRECTIVE ACTION: 
Discard ready-to-eat food touched with bare hands.  
 
VERIFICATION AND RECORD KEEPING: 
The meal site manager will verify that foodservice employees/volunteers are using suitable 
utensils by visually monitoring foodservice employees/volunteers during all hours of operation.   
 
Any food that must be discarded will be recorded on Food Production Records. 
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Standard Operating Procedures 
Reheating Potentially Hazardous Foods 

 
PURPOSE:  To prevent food borne illness by ensuring that all foods are reheated to the 

appropriate internal temperature. 
 
PROCEDURES: 
1. Heat processed, ready-to-eat foods from a package or can, such as canned green beans or 

prepackaged breakfast burritos, to an internal temperature of at least 140 ºF for 15 seconds 
for hot holding.   

2. Reheat the following products to 165 ºF for 15 seconds: 

 Any food that is cooked, cooled, and reheated for hot holding  

 Leftovers reheated for hot holding 

 Products made from leftovers, such as soup 

 Precooked, processed foods that have been previously cooled 
3. Reheat food for hot holding in the following manner if using a microwave oven:  

 Heat processed, ready-to-eat foods from a package or can to at least 140 ºF for 15 
seconds. 

 Heat leftovers to 165 ºF for 15 seconds. 

 Rotate (or stir) and cover foods while heating. 

 Allow to sit for 2 minutes after heating.  
4. Reheat all foods rapidly.  The total time the temperature of the food is between 41 ºF and 

165 ºF may not exceed 2 hours.  
5. Serve reheated food immediately or transfer to an appropriate hot holding unit. 
 
MONITORING: 
Take at least two internal temperatures from each pan of food.   
 
CORRECTIVE ACTION: 
Continue reheating and heating food if the internal temperature does not reach the required 
temperature. 
 
VERIFICATION AND RECORD KEEPING: 
Foodservice employees will record temperatures on Food Production Records.     



 37 

Standard Operating Procedures 
Storing and Using Poisonous or Toxic Chemicals 

 
PURPOSE:  To prevent food borne illness by chemical contamination. 
 
PROCEDURES: 
1. Designate a location for storing the Material Safety Data Sheets (MSDS). 
2. Follow manufacturer’s directions for specific mixing, storing, and first aid instructions on the 

chemical containers in the MSDS.  
3. Label and date all poisonous or toxic chemicals with the common name of the substance.  
4. Store all chemicals in a designated secured area away from food and food contact surfaces 

using spacing or partitioning.  
5. Maintain an inventory of chemicals. 
6. Store only chemicals that are necessary to the operation and maintenance of the kitchen. 
7. Use the appropriate chemical test kit to measure the concentration of sanitizer each time a 

new batch of sanitizer is mixed.  
8. Do not use chemical containers for storing food or water. 
9. Label and store first aid supplies in a container that is located away from food or food 

contact surfaces.  
10. Label and store medicines for employees use in a designated area and away from food 

contact surfaces.  Do not store medicines in food storage areas. 
11. Store refrigerated medicines in a covered, leak proof container where they are not 

accessible to children and cannot contaminate food.  
 

MONITORING:  
Nutrition Program Manager or meal site manager will visually observe that chemicals are being 
stored, labeled, and used properly during all hours of operation.  
 
CORRECTIVE ACTION: 
1. Discard any food contaminated by chemicals. 
2. Label and properly store any unlabeled or misplaced chemicals.  
 
VERIFICATION AND RECORD KEEPING: 
The Nutrition Program manager will document on Food Production Records any foods that are 
discarded because of contamination by chemicals.   
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Standard Operating Procedures 
Preventing Contamination at Food Bars 

 
PURPOSE:  To prevent food borne illness by ensuring that all items held on food bars are 

protected from contamination. 
 
PROCEDURES: 
1. Follow Employee Health Policy, Personal Hygiene, and Washing Hands SOPs.  
2. Follow manufacturer’s instructions for pre-heating and pre-chilling food bar equipment 

before use. 
3. Place all exposed food under sneeze guards. 
4. Provide an appropriate clean and sanitized utensil for each container on the food bar. 
5. Replace existing containers of food with new containers when replenishing the food bar.  
6. Assist customers who are unable to properly use utensils. 
7. Store eating utensils with the handles up or in a manner to prevent customers from 

touching the food contact surfaces. 
8. Avoid using spray chemicals to clean food bars when in use. 
 

MONITORING: 
1.  Monitor and record temperatures of food.  
2.  Continually monitor food containers to ensure that utensils are stored on a clean and 

sanitized surface or in the containers with the handles out of the food. 
3.  Continually monitor participants' use of the food bar to ensure that customers are not: 

 Touching food with their bare hands 

 Coughing, spitting, or sneezing on the food 

 Placing foreign objects in the food 
 
CORRECTIVE ACTION: 
1.  Remove and discard contaminated food. 
2.  Demonstrate to participants how to properly use utensils, if needed. 
3.  Discard the food if it cannot be determined how long the food temperature was above 41 

ºF or below 140 ºF. 
 
 
VERIFICATION AND RECORD KEEPING: 
1. The Nutrition Program manager will verify that foodservice employees are assigned to 

maintain food bars during all hours of operation.   
2. Foodservice employees will record temperatures of food items and document corrective 

actions on Food Production Records.   
3. The Nutrition Program manager will verify that foodservice employees are following SOPs 

by observation. 
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Standard Operating Procedures 
Handling a Food Recall 

 

PURPOSE:  To prevent food borne illness in the event of a product recall. 
 

PROCEDURES: 
1. Review the food recall notice and instructions that have been identified in the notice.  If the 

serving sites have the possibility of having any recalled foods: 

 Communicate the food recall notice to meal sites, on-site or central kitchens & caterers 

 Confirm that the food items bear the product identification code(s) and production 
date(s) listed in the recall notice. 

2. Hold the recalled product using the following steps: 

 Physically segregate the product, including any open containers, leftover product, and 
food items in current production that items contain the recalled product. 

 If an item is suspected to contain the recalled product, but label information is not 
available, contact the county health department. 

 Mark recalled product “Do Not Use” and “Do Not Discard.” Inform the entire staff not to 
use the product. 

3. Inform the Aging Unit or ADRC Director of the recalled product. 
4. Record location of the food recall product by meal site, and obtain accurate inventory 

counts of the recalled products from every meal site, including the amount in inventory and 
amount used. 

5. Account for all recalled product by verifying inventory counts against records of food 
received at the meal site. 

 

MONITORING:  
Foodservice employees and the Nutrition Program manager will visually observe that meal 
sites have segregated and secured all recalled products. 
 
CORRECTIVE ACTION: 
1. Determine if the recalled product is to be returned and to whom, or destroyed and by 

whom. 
2. Notify meal site staff of procedures, dates, and other specific directions to be followed for 

the collection or destruction of the recalled product. 
3. Consolidate the recall product as quickly as possible, but no later than 30 days after the 

recall notification. 
4. Conform to the recall notice using the following steps: 

 Report quantity and site where product is located to manufacturer, distributor, or State 
agency for collection.  

 Complete and maintain all required documentation related to the recall including: 

 Recall notice 

 Records of how food product was returned or destroyed 

 Reimbursable costs 

 Public notice and media communications, if needed 

 Correspondence to and from the public health department and State agency  
 
VERIFICATION AND RECORD KEEPING 
Foodservice employees will keep all records related to the food recall.  The Nutrition Program 
manager will verify that appropriate corrective actions are being taken.  
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Standard Operating Procedures 
Transporting Food to Remote Sites (Satellite Kitchens) 

 
PURPOSE:  To prevent food borne illness by ensuring that food temperatures are maintained 

during transportation and contamination is prevented. 
 
PROCEDURES: 
1. Use while transporting hot or cold foods. 

 Keep frozen foods frozen during transportation. 

 Maintain the temperature of refrigerated, potentially hazardous foods at 41 ºF or below 
and cooked foods that are transported hot at 140 ºF or above. 

2. Use only food carriers for transporting food approved by the National Sanitation Foundation 
International (NSFI) or that have been approved by the state or county health department. 

3. Prepare the food carrier before use: 

 Ensure that all surfaces of the food carrier are clean. 

 Wash, rinse, and sanitize the interior surfaces. 

 Ensure that the food carrier is designed to maintain cold food temperatures at 
41 ºF and hot food temperatures at 140 ºF or above. 

 Pre-heat or pre-chill the food carrier according to the manufacturer’s 
recommendations. 

4. Store food in containers suitable for transportation.  Containers should be: 

 Rigid and sectioned so that foods do not mix 

 Tightly closed to retain the proper food temperature 

 Nonporous to avoid leakage 

 Easy-to-clean or disposable 

 Approved to hold food 
5. Place food containers in food carriers and transport the food in clean vehicles, if applicable, 

to remote sites as quickly as possible. 
6. Follow Receiving Deliveries SOP when food arrives at remote site. 
 
MONITORING: 
1.  Check the internal temperatures of food using a calibrated thermometer before placing it 

into the food carrier. 
2.  Check the internal temperatures of food using a calibrated thermometer upon arrival at 

remote site and before serving.   
 
CORRECTIVE ACTION: 
1.  Reheat food to 165 ºF for 15 seconds if the internal temperature of hot food is less than 

140 ºF.  Refer to the Reheating Potentially Hazardous Foods SOP. 
2.  Cool food to 41 ºF or below using a proper cooling procedure SOP if the internal 

temperature of cold food is greater than 41 ºF.   
3.  Discard foods held in the danger zone, below 41ºF or above 140 ºF, for greater than 4 

hours. 
 
VERIFICATION AND RECORD KEEPING: 
1. Before transporting food to remote sites, foodservice employees will record food carrier 

temperature, food product name, time, internal temperatures, and any corrective action 
taken on the Food Production Record.  
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2. Upon receipt of food at remote sites, foodservice employees will record receiving 
temperatures and corrective action taken on the Receiving Log.   

3. The Nutrition Program manager or designee (i.e. head cook) at central kitchens will verify 
that foodservice employees are following this SOP by visually observing employees and 
reviewing and initialing.   

4. The Head Cook or Meal site manager at the remote site(s) will verify that foodservice 
employees are receiving foods at the proper temperature and following the proper receiving 
procedures by visually observing receiving practices during the shift and reviewing and 
initialing the Receiving Log daily.   
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Write Date & Food Items  

in this column 

Temperature  
upon Arrival 

Temperature 
at Serving Time 

Comments- 
Please write daily comments  

Date:                    Monday   Food Delivery Time: 

Entrée   
Starch   
Gravy / Sauce   
Vegetable   
Dessert   
Milk   
Date:                   Tuesday   Food Delivery Time: 

Entrée   
Starch   
Gravy / Sauce   
Vegetable   
Dessert   
Milk   
Date:              Wednesday   Food Delivery Time: 

Entrée   
Starch   
Gravy / Sauce   
Vegetable   
Dessert   
Milk   
Date:                  Thursday   Food Delivery Time: 

Entrée   
Starch   
Gravy / Sauce   
Vegetable   
Dessert   
Milk   
Date:                       Friday   Food Delivery Time: 

Entrée   
Starch   
Gravy / Sauce   
Vegetable   
Dessert   
Milk   

Temperature Record & Comment Form 
Dining Site: ___10th Ave   ___Centralia   ___Parkview WR  ___Huntington  ___Nekoosa  
                     ___Pittsville  ___Cedar Rail  ___Parkview MF  ___Parkview MF __Cedar Rail 

Signature & Initials of Site Manager / Sub Site Manager who used initials this month 
__________________/______   ___________________/______    ___________________/______ 
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      HDM MEAL TEMPERATURES  
 

Food temperatures (taken at the end of delivery route) must be measured 

and recorded every month. 

 
Date: _______________________ 

 
Time: _______________________ 

 

Driver: _______________________ 

 

FOOD ITEM TEMPERATURE 

  

  

  

  

  

MILK  

 

Cold temperatures must be 41 degrees or colder. 

Hot temperatures must be 140 degrees or warmer.  

 
Please report any improper temperatures to HDM Trayline coordinator or 

Program Manager immediately. 

 

(Insert your AU Symbol here) 
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 Food Safety Policy and Procedures Requirements 
 

8.6 Food Safety and Sanitation: The Wisconsin Food Code 

OAA Sect 339 (2)F: 

 

"Comply with applicable provisions of State or local laws regarding the safe and sanitary handling of 

food, equipment, and supplies used in the storage, preparation, service and delivery of meals to an older 

individual." 

 

Safe food practices by nutrition programs cannot be compromised. In all phases of the food service 

operation, nutrition programs shall adhere to the state and local fire, health, sanitation and safety 

regulations applicable to the particular types of food-preparation and meal-delivery systems used by the 

program. State regulations relating to the hygienic preparation and serving of food are stated in the 

Wisconsin Administration Code - HFS 196 Wisconsin Food Code. See Appendix K.3 of this manual for 

the Food Code index. 

 

8.6.1 Wisconsin Food Code and the Elderly Nutrition Program 

In July 2005, the State of Wisconsin DHS Division of Public Health, in cooperation with the Department 

of Agriculture, Trade and Consumer Protection, adopted a new set of laws for restaurants and other 

licensed facilities serving food. It is based on the U.S. Food and Drug Administration's recommended 

model food code. 

 

By federal law, as noted above, Wisconsin elderly nutrition programs (ENP) shall follow the Wisconsin 

Food Code. This section of the policy manual features several excerpts from the Wisconsin Food Code 

meant to highlight important areas relevant to the ENP. It is not all-inclusive; care should be taken not to 

apply concepts out of context. 

 

8.6.2 Obtain Copies of the Wisconsin Food Code 

Nutrition programs are responsible for maintaining an updated copy of the Wisconsin Food Code. To 

obtain and view the current Wisconsin Food Code use the following Web address: 

http://datcp.state.wi.us/fs/regulation/food/food_code.jsp  

 

8.6.3 Required Director and Staff Training for Food Safety and Sanitation Training 

This section describes food safety and sanitation requirements for nutrition program directors and staff. 

 

8.6.3.1 Nutrition Director  

Nutrition Directors must obtain State of Wisconsin Food Manager Certification through the following: 

• Complete and pass a BADR-approved (see Section <<8.6.4>> of this chapter) Food Safety and 

Sanitation (FSS) course and exam once every five years. 

• Complete a "State Application for Certified Food Manager" and send application to the 

Department of Health Services, Division of Public Health; Food Safety and Recreational Licensing, 

along with the fee and proof of completing and passing a BADR-approved Food Safety and Sanitation 

(FSS) certification course. 

• After five years and certification has expired, complete and pass a BADR-approved Food Safety 

and Sanitation (FSS) recertification course or complete and pass a BADR-approved Food Safety and 

Sanitation (FSS) certification course and exam. (Nutrition directors that work in the city of Milwaukee 

must recertify by testing or examination through a BADR-approved Food Safety and Sanitation (FSS) 

certification course and exam.) 

• Complete a "State of Application for Recertification of Food Manager and send application to 

the Department of Health Services, Division of Public Health; Food Safety and Recreational Licensing 

http://datcp.state.wi.us/fs/regulation/food/food_code.jsp
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along with the fee and proof of completing and passing a BADR-approved Food Safety and Sanitation 

(FSS) recertification course. 

 

The above policy does not apply to a Nutrition Director or any other food handling staff member who 

maintains one of the following credentials, in which case the training is not necessary: 

• Registered Dietitian by the American Dietetic Association Commission on Dietetic Registration 

• Dietetic Technician Registered by the American Dietetic Association Commission on Dietetic 

Registration 

• Certified Dietitian by the State of Wis. Department of Regulation and Licensing 

• Certified Dietary Manager by the Certifying Board of Dietary Manager's Association 

• Certified Professional Food Manager by the National Assessment Institute 

 

The Nutrition Director should obtain appropriate training and pass the applicable exam within 90 days 

of beginning the food-handling position. The AAA may grant an extension. It is the Nutrition Director's 

responsibility to obtain approval to extend the 90 day period to up to 180 days when the following 

apply: location/travel issues, timing of available courses, or significant personal schedule issues. 

 

8.6.3.2 Staff Who Purchase, Prepare and Cook Food 

Each central kitchen and on-site-cooking senior dining center shall have a staff person on duty that has 

obtained State of Wisconsin Food Manager Certification. 

  (1) In almost all cases this person will be the cook or the kitchen 

   supervisor. 

  (2) It is best practice for other staff working in a food-handling capacity at a central 

kitchen or on-site cooking site to complete either an approved FSS course or to complete the Senior 

Dining: Service Safe Food course. (See Section 8.66 of this chapter). 

 

State of Wisconsin Food Manager Certification can be obtained through the following: 

• Complete and pass a BADR-approved (see Section <<8.6.4>> of this chapter) Food Safety and 

Sanitation (FSS) course and exam. 

• Complete a "State Application for Certified Food Manager" (see appendix L) and send 

application to the Department of Health Services, Division of Public Health; Food Safety and 

Recreational Licensing, along with the fee and proof of completing and passing a BADR-approved Food 

Safety and Sanitation (FSS) certification course. 

• After five years and certification has expired, complete and pass a BADR-approved Food Safety 

and Sanitation (FSS) recertification course or complete and pass a BADR-approved Food Safety and 

Sanitation (FSS) certification course and exam. (Staff that work in the city of Milwaukee must recertify 

by testing or examination through a BADR-approved Food Safety and Sanitation (FSS) certification 

course and exam.) 

• Complete a "State of Application for Recertification of Food Manager (see appendix L) and send 

application to the Department of Health Services, Division of Public Health; Food Safety and 

Recreational Licensing along with the fee and proof of completing and passing a BADR-approved Food 

Safety and Sanitation (FSS) recertification course. 

 

Staff should obtain appropriate training and pass the applicable exam within 90 days of beginning the 

food-handling position. The AAA may grant an extension. It is the Nutrition Director's responsibility to 

obtain approval to extend the 90 day period to up to 180 days when the following apply: location/travel 

issues, timing of available courses, or significant personal schedule issues. 
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8.6.3.3 Staff Who Only Hold Food, Serve Food and Clean 

• A senior dining center where food is not prepared or cooked shall have a staff person or 

volunteer on duty that has completed an Approved FSS Course (see Section <<8.6.4>> of this chapter) 

or the Serving Safe Food (see Section <<8.6.6>> of this chapter) once every five years and pass the 

applicable exam related to the course. 

• In almost all cases this person will be the center or site manager. 

• It is best practice for other staff and volunteers working in a food handling capacity at a senior 

dining center to complete a food safety and sanitation course. 

• Staff should obtain appropriate training and pass the applicable exam within 90 days of 

beginning the food handling position. The AAA may grant an extension. It is the Nutrition Director's 

responsibility to obtain approval to extend the 90-day period to up to 180 days when the following 

apply: location/travel issue, timing of available courses or significant personal schedule issues. 

 

8.6.3.4 New Staff Orientation 

All new staff and volunteers having contact with food service must have a general orientation to safe-

food handling and sanitation practices before beginning the job.  

 

The following resources can be used: 

• Manual from a Food Safety and Sanitation course such as ServSafe®. 

• Cooking for Large Groups booklet. 

• Seniors and Food Safety (Bright yellow booklet from USDA). 

• Highlighted areas of the Wisconsin Food Code (see Section <<8.6.2>> of this chapter). 

 

8.6.4 Approved Food Safety and Sanitation (FSS) Training and Exams 

• ServSafe® by the Educational Foundation of the National Restaurant Association Solutions: 

http://restaurant.org. 

• The National Registry of Food Safety Professionals, Food Protection Manager Certification 

Examination: http://www.nrfsp.com .     

• Courses approved by the State of Wisconsin, Division of Public Health to meet the criteria for 

Food Manager Certification. Examples include technical colleges and individual consultants, among 

others. A comprehensive list of Wisconsin providers is available online at: 

http://www.publichealthmdc.com/environmental/food/manager.cfm  

• Reciprocity is granted to persons certified out of state through a certification exam approved by 

the Conference for Food Protection. Persons certified out of state must provide evidence that they have 

successfully completed a certification exam recognized by the Council for Food Protection. 

 

8.6.5 State of Wisconsin Food Manager Certification 

State of Wisconsin Food Manager Certification is required for all Nutrition Directors and a staff person 

on duty at each central kitchen and on-site cooking senior dining center in Wisconsin's Senior Dining 

Programs. 

 

For information on obtaining the certification contact: 

 

DHS Bureau of Environmental Health 

Food Safety and Recreational Licensing 

1 W. Wilson Street, Rm 133 

P.O. Box 2659 

Madison, WI 53701-2659 

(608) 266-2835 

http://www.dhs.wisconsin.gov/fsrl/cert/index.htm  

http://www.nrfsp.com/
http://www.publichealthmdc.com/environmental/food/manager.cfm
http://www.dhs.wisconsin.gov/fsrl/cert/index.htm
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8.6.6 Senior Dining: Serving Safe Food (SS Food) Certification 

The Serving Safe Food course was developed by BADR and the Wisconsin Association of Nutrition 

Directors to meet the food safety and sanitation training requirements for staff, including senior dining 

center managers whose work duties include hot and cold food holding, serving and clean up, but no 

purchasing, preparation or cooking. 

 

The SS Food certification course includes a minimum of two hours of training including lecture, hands-

on activities, short quizzes and a take-home exam. Upon successful completion, a five-year certificate is 

issued by BADR.  

 

The course may be taught by anyone who has passed an Approved SS Food Course and has been 

certified by BADR. Individuals who are eligible to teach the SS Food Course must use only the required 

materials developed and/or reviewed by BADR. No alterations to the materials can be made. If changes 

are made to any materials, the individual(s) will not be eligible for certification.  

 

Nutrition programs may use SS food to teach general food safety and sanitation classes or lectures, but 

certification will be denied if any changes have been made to the existing materials. 

 

The required materials used to teach the SS Food Course are available by CD or via e-mail and can be 

obtained by contacting BADR. 
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Web Video Food Safety Training Links 
 
For Staff, Volunteers and HDM Drivers 
Food Safety- The Fork Stops Here! Lively in-service focuses your team on foodborne illness and what 
they can do to prevent it. 
 http://www.safeeggs.com/foodservice/foodborne-illness-inservice/ 
 

Basics in Food Safety  Good for staff , volunteers and HDM Drivers. This is  broken down into 6 sessions 
that are  ~5  minutes each.   Presented by Central District Health. This is an excellent series that can be 
used to meet your annual food safety and initial food safety education piece. It's a nice adjunct to the 
Serving Safe Food Class. Note:  the Danger Zone for the WI Elderly Nutrition Program is 41 to 140, it's 
higher than the 135 stated in the links below. 
Part 1: Basics in Food Safety- nice overview: 
http://www.youtube.com/watch?v=HqFPFsJo9zA&feature=related 
Part 2: Holding Time and Temperature http://www.youtube.com/watch?v=Hk4jPinPVCs&NR=1 
Part 3: Poor Personal Hygiene  http://www.youtube.com/watch?v=Zv9uD44te9s&feature=channel 
Part 4: Inadequate cooking and contaminated equipment  
http://www.youtube.com/watch?v=vgmo2la24h8&feature=channel 
Part 5: Adulterated Food  http://www.youtube.com/watch?v=bW8HkHlQU1U&feature=channel 
Part 6: Review  http://www.youtube.com/watch?v=XkcEqBViAhg&feature=channel 

 
Web Resources 
Food Safety for Older Adults.  A need to know guide for adults 65 and older from USDA. 
http://www.fsis.usda.gov/pdf/food_safety_for_older_adults.pdf 
 
Cooking for Groups- A Volunteers Guide for Food Safety  
http://www.fsis.usda.gov/PDF/Cooking_for_Groups.pdf 
 
Here are some fun music video links 
Food Safety- Microbes Melody  http://www.youtube.com/watch?v=1EkehFkhWf4&feature=related 
 
You'd Better Wash Your Hands (To the melody of I want to hold your hand)  
http://www.youtube.com/watch?v=AtlcS77LaB0&feature=related 
 
Food Safety- Don't Be a Gambler                              
  http://www.youtube.com/watch?v=wA-f7ART_xI&feature=related 
 
Food Safety- Don't Get Sicky with It  
http://www.youtube.com/watch?v=ZbH_mSk2dNk&feature=related 
 

 

 

 

 

 

 

 

http://www.safeeggs.com/foodservice/foodborne-illness-inservice/
http://www.youtube.com/watch?v=HqFPFsJo9zA&feature=related
http://www.youtube.com/watch?v=Hk4jPinPVCs&NR=1
http://www.youtube.com/watch?v=Zv9uD44te9s&feature=channel
http://www.youtube.com/watch?v=vgmo2la24h8&feature=channel
http://www.youtube.com/watch?v=bW8HkHlQU1U&feature=channel
http://www.youtube.com/watch?v=XkcEqBViAhg&feature=channel
http://www.fsis.usda.gov/pdf/food_safety_for_older_adults.pdf
http://www.fsis.usda.gov/PDF/Cooking_for_Groups.pdf
http://www.youtube.com/watch?v=1EkehFkhWf4&feature=related
http://www.youtube.com/watch?v=AtlcS77LaB0&feature=related
http://www.youtube.com/watch?v=wA-f7ART_xI&feature=related
http://www.youtube.com/watch?v=ZbH_mSk2dNk&feature=related
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Material Safety Data Sheets 
(MSDS Sheets) 

 
 

Clorox Company has many products and you can download the MSDS sheets at this link 
http://www.thecloroxcompany.com/products/msds/index.html 
 

 

http://www.thecloroxcompany.com/products/msds/index.html
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I verify that I have read this food safety/sanitation general orientation booklet. I agree to 

comply with the Standard Operating Procedures and WI Food Code Policies and 

Procedures. I also understand that if I do not comply with these requirements I will be 

subject to disciplinary action and if the variance is severe enough I could be dismissed 

immediately. Following safe food handling and sanitation guidelines is essential 

especially since we deal with a vulnerable population; seniors.  

 

 
Name of Employee or Volunteer (Please Print): ___________________________________________ 

 

Signature of Employee or Volunteer: ____________________________________________________ 

 

 

Date Started: _________________________ 

 

 

Date Orientation Booklet Read: _____________________ 

 

 

 

 

 

Supervisor Name (Please Print):__________________________________________________________ 

 

Supervisor Signature: __________________________________________________________________ 

 

Date: _____________________ 


