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Fostering the next generation of creative and 
passionate leaders in hospitality, tourism and 
commercial cookery.  

William Blue is one of Australia’s most respected and 
recognised hospitality colleges, and has built great 
relationships over the years within this vibrant and 
global industry.

This means we’re able to offer you a unique learning 
experience: we look after your needs as a student, 
and  also align ourselves with the industry’s 
requirements to employ highly trained and motivated 
people with practical experience who are passionate 
about what they do. Our course offerings are 
flexible and we’ve designed a learning structure that 
accommodates several entry and exit points in our 
academic and training pathways. We know that life 
can be busy, so we’ve made sure students have the 
option to attend class in person or virtually, where 
possible, through our online learning portal.

Industry experience is also a part of every course 
we offer, so that our students gain the hands-on 
experience they need – you get exposure to the 
industry and have opportunities to work, travel and 
build your skills as your career develops.

For students leaving high school, we’ve created our 
Early Entry Program so students can apply for one 
of our courses before their ATAR results have been 
released. We also have full scholarship opportunities 
for those passionate individuals who want to launch 
their global career.

WILLIAM BLUE

Degree’s and Diploma’s in:

 Hospitality Management 

 Culinary Management    
 (Commercial Cookery)

 Tourism Management

Find out more at williamblue.edu.au
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THE STUDENT

Justifies the selection of appropriate utensils, 
equipment and ingredients for food preparation and 
cookery tasks in a commercial kitchen

 Explains a range of cookery methods and their 
application

 Understands the importance and application of 
legislative requirements, industry standards and 
workplace policy and procedures for preparation, 
cooking, presentation and service of food

 Describes a food safety program and applies it in a 
hospitality workplace

 Proposes cleaning procedures for a commercial 
kitchen to ensure the safety of food

 Proposes improvements for resource efficiency 
and sustainability in a commercial kitchen work 
environment.

OUTCOMES

The material has been produced by William Blue College of Hospitality Management for the purposes of revising for the HSC Hospitality examination, and in no 
way represents the entire HSC curriculum. Students are advised to check with their teacher or the NSW Education Standards Authority (NESA) regarding the exact 
details of the course being studied since these can vary  year on year & between individual schools. No legal liability will be accepted for inaccurate information. 
William Blue College of Hospitality Management at Torrens University Australia is a trading name of Torrens University Australia Ltd, ABN 99 154 937 005, CRICOS 
Provider Code: 03389E. Date of publication: September 2018.
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SITHCCC001 
Use food preparation equipment

DESCRIPTOR

This unit describes the performance outcomes, skills 
and knowledge required to safely use commercial 
kitchen equipment, to prepare a range of different 
food types.

ELEMENTS

 » Select food preparation equipment

 » Use equipment to prepare food

 » Clean and maintain food preparation equipment.

SITHKOP001 
Clean kitchen premises and equipment

DESCRIPTOR

This unit describes the performance outcomes, skills 
and knowledge required to clean food preparation, 
storage areas and equipment in commercial kitchens 
to ensure the safety of food. It requires the ability to 
work safely and to use resources efficiently to reduce 
negative environmental impacts.

ELEMENTS

 » Clean and sanitise kitchen equipment

 » Clean serviceware and utensils

 » Clean and sanitise kitchen premises

 » Work safely and reduce negative environmental 
impacts.

SITHCCC005 
Prepare dishes using basic methods of cookery

DESCRIPTOR

This unit describes the performance outcomes, skills 
and knowledge required to use a range of basic 
cookery methods to prepare dishes.

ELEMENTS

 » Select ingredients

 » Select, prepare and use equipment

 » Portion and prepare ingredients

 » Present and store dishes.

SITXFSA002 
Participate in safe food handling practices

DESCRIPTOR

This unit describes the performance outcomes, skills 
and knowledge required to handle food safely during 
the storage, preparation, display, service and disposal 
of food. It requires the ability to follow predetermined 
procedures as outlined in a food safety program.

ELEMENTS

 » Follow food safety program

 » Store food safely

 » Prepare food safely

 » Provide safe single use items

 » Maintain a clean environment

 » Dispose of food safely.

The scope of learning for the HSC must be read and delivered in conjunction with the following associated 
units of competency:

SITHCCC001  Use food preparation equipment

SITHKOP001  Clean kitchen premises and equipment

SITHCCC005  Prepare dishes using basic methods of cookery

SITXFSA002  Participate in safe food handling practices.

The unit descriptor, elements and critical aspects for assessment for each of these units of competency are 
provided below.

ASSOCIATED UNITS OF COMPETENCY
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The following employability skills have been 
considered in the development of the scope of 
learning for the HSC:

 » Communication

 » Initiative and enterprise

 » Learning

 » Planning and organising

 » Problem-solving

 » Self-management

 » Teamwork

 » Technology.

EMPLOYABILITY SKILLS

Eddie, Owner And Head Chef “Spago Restaurant” William Blue Alumni
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PREPARING KITCHEN 
EQUIPMENT FOR USE
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In kitchens, knives are essential but can be 

dangerous if not handled correctly. Knives are 

probably the greatest single contributor to 

accidents in the kitchen. Below are the steps to 

safely handle knives.

CLEANING 

 Always wash and wipe the knife dry before use.

 Never leave knives in a sink with water.

 Never put wooden-handled knives through a 

dishwasher.

 Place clean knives in a wrap protector and /or tool 

box.

SHARPENING

 Use a stone to sharpen a knife and a steel to 

maintain it.

 Lubricate the stone with water, oil or detergent.

 Sharpen at a 15Oº angle to the stone.

 Keep knives razor sharp. The less pressure exerted, 

the quicker and safer the activity.

CARRYING

 Carry with the point facing down, and close to the 

body.

STORAGE

 Wash the knife carefully, paying attention to where 

the handle joins the blade as food may stick in this 

area.

 Never soak knives in water or place in a dishwasher. 

Dishwashers generate temperatures that are 

too high for knives, except for knives especially 

designed for dishwashers.

 Dry thoroughly with the blade pointing away from 

your hand.

Store in a wrap, wallet or tool box.

KNIFE HANDLING TECHNIQUES
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TYPE USE OF KNIFE

Paring Knife

Boning Knife

Cook’s/ Chefs Knife

Utility Knife

Slicing/Serrated Knife

Meat Knife

Palette Knife

KNIFE AID USE OF AID

Carbon Steel

Sharpening Stone

Carving Fork
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 » Use correct knife for each activity.

 » Keep knives sharp.

 » Hold knife and item being cut firmly - but not too tight.

 » Keep fingers away from the blade.

 » Do not immerse knives under water or leave them 
in food.

 » Clean and wipe the knife with the blade facing 
away from you.

 » Store knives safely after use.

 » Do not try and catch a falling knife.

 » Do not leave your knife sitting on a bench or 
cutting board with the blade facing upward.

USES OF KITCHEN EQUIPMENT

 Kitchen equipment is specifically designed to store, 
prepare, cook, clean and serve food.

USES OF KITCHEN EQUIPMENT

Food equipment is classified according to use, i.e. 
utensils, mechanical equipment and large fixed 
equipment. The type of equipment depends on the 
needs of the establishment & the type of Menu to be 
prepared for;

PURCHASING CONSIDERATIONS ARE:

 » kitchen layout

 » product design

 » durability

 » performance

 » finish

 » size

 » cost

 » usefulness.

CORRECT EQUIPMENT CAN:

 » reduce preparation time;

 » conserve energy;

 » increase safety;

 » increase output;

 » generate labour savings;

 » achieve better results

SUMMARY OF 
KNIFE HANDLING

LARGE EQUIPMENT

Includes all equipment that is large, immovable and, 
generally expensive. Large equipment would include:

 » steamers

 » fryers

 » dishwashers

 » brat pans

 » coolrooms

 » freezers

 » grills

 » ovens

 » stock pots

 » ranges

 » bain maries

SMALL EQUIPMENT

The following items are classified as small equipment:

 » items used for measuring

 » storage containers, moulds/tins

 » crockery

 » knives and tools

 » saucepans

 » baking pans

 » fry pans

 » stock pots (small portable)

 » graters

 » strainers

 » thermometers

MAINTAINING CLEAN EQUIPMENT

 » Loosen food particles by soaking, scraping and 
pre-rinsing.

 » Wash equipment by using hot water with a 
cleaning agent (detergent), scrubbing or scouring 
and jet spraying.

 » Rinse with hot water to remove soil and detergent 
residue.

 » Sanitise by using a chemical sanitiser or 
immersing in boiling water. Dishwasher’s final 
rinse cycle is above 80ºC which eliminates all 
airborne bacteria.

 » Drying equipment can be achieved by using clean  
kitchen cloths, air drying and heat drying methods.
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KITCHEN EQUIPMENT
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The French term ‘mise en place’ means to have 
everything in place, including equipment preparation. 
A lot of equipment requires certain procedures to 
prepare them for use. If there is any uncertainty 
about preparing these items for use, you should ask 
your Chef or follow the manufacturer’s instructions.

USING EQUIPMENT SAFELY

Accidents in kitchens are caused mainly by 

carelessness, lack of concentration or lack of 

equipment knowledge. A good working knowledge 

of equipment is crucial. Certain key steps must be 

followed.

ELECTRICAL EQUIPMENT

 » Check equipment before use.

 » Never put hands close to live electricity or the 
moving parts of the unit.

 » Switch equipment off after use.

 » Switch equipment off and remove power plugs 
prior to cleaning.

 » Do not use electrical equipment in wet areas.

 » NEVER place electrical items in water.

SELECT & SET UP EQUIPMENT
CHECKING POWER & EQUIPMENT

Federal, State and Local Government legislation 
requires employers to maintain equipment safely 
at all times. This entails regular maintenance and 
cleaning by contractors and staff.

Periodic safety checks should be conducted by 
qualified service technicians who follow a standard 
procedure that is easily monitored by management or 
owners:

 » use a checklist for items

 » record the date of service

 » record faults found on equipment

 » indicate repairs/maintenance required

 » record date of repair and name of repairer

 » kitchen staff should report any unsafe or 
dangerous equipment immediately. The item 
should be clearly labelled and removed from the 
work area.
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HYGIENE & SAFETY  
REGULATIONS
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HYGIENE AND SAFETY REGULATIONS

There are three main areas of hygiene you need to 
identify:

PERSONAL HYGIENE:

Each individual, who is involved in preparing food for 
the public, must practise high personal standards 
of hygiene and grooming. As a case in point, a staff 
member’s or student’s hands should be washed after 
the individual:

 » enters a kitchen;

 » uses a tissue;

 » places their hands on their face or head;

 » handles garbage;

 » sneezes;

 » goes to the bathroom.

 » tying long hair back, or collecting it in a hair net;

Also there are certain items that are strictly not to be 
taken into the kitchen !!!

 » Mobile phones ( turned on or off )

 » Chewing gum or candy

 » Jewellery ( Watches, Ear Rings, Rings or Bracelets)

 » Glass drinking bottles

 » Keys or Money

ENVIRONMENTAL (KITCHEN) HYGIENE:

Important issues are:

 » clean work area;

 » clean sanitised materials;

 » clean trays and containers;

 » using disposable gloves when necessary for 
handling food;

 » clean, ironed and correct uniform.

FOOD HYGIENE: 

Important activities are:

 » stock rotation;  First in First Out (FIFO)

 » keeping cooked and raw foods separate; (Prevents 
Cross Contamination)

 » cooling food as quickly as possible ( Store 
Perishable Food at 1 – 4 degrees C)

 » keeping all storage areas clean. (Wash, Rinse & 
Sanitise)
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ASSEMBLING &  
PREPARING INGREDIENTS
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CHOOSING CORRECT INGREDIENTS

Most kitchens use standard recipe cards or a recipe 
folder containing the recipes for the menu. The 
success and timing of food service can be attributed 
to correct preparation. This begins with service 
planning by:

 » ordering the correct ingredient

 » ordering the correct quantity

 » Carrying sufficient stock i.e. dry goods, etc

 » selecting the right recipe

 » correctly interpreting the ingredients

 » correctly measuring and weighing the ingredients

 » Choosing and preparing the correct equipment

CORRECT INGREDIENTS: QUANTITY, 
QUALITY AND TYPE 

The amount of ingredients purchased depends on 
business turnover. Customer expectations, together 
with the employer’s ability to meet them, dictate 
quality and type.

Stock rotation and how food is stored (chilled, frozen, 
etc.) will also affect the quality of the end product.

STANDARD MEASURES

This is a list of standard measures and the 
abbreviations used in commercial cookery:

MEASURES WEIGHTS

lt = litre kg = kilograms

ml = millilitres g = grams

C = cup lb = pounds

Tbsp = tablespoon oz = ounces

tsp = teaspoon



16

ASSEMBLING SANDWICHES

Plain - Two slices of bread (white, wholemeal, etc.) 
with a filling; usually simple

Toasted - As above, but the bread is toasted either 
with filling (cheese) or separately (salad)

Open - Sliced French stick or similar on an opened 
piece of bread with a tasty and colourful filling

Pinwheel - Whole loaf sliced across thinly with the 
filling spread out. Bread is rolled with a toothpick 
placed through to keep it together

Ribbon - Sliced bread (up to three slices of bread) 
with filling. Crust is removed, and the sandwich is cut 
into three (fingers)

Foccacia - Italian influenced pizza-type flat-bread, 
sometimes toasted and served with tasty ingredients 
and colourful garnishes

ESSENTIALS RECIPE DETAILS

A recipe should include the following:

 » name of the dish;

 » instructions for preliminary preparation;

 » equipment required;

 » quantity and name of ingredients;

 » method of preparation;

 » cooking temperature;

 » cooking time;

 » number of portions.

A recipe can also include the following:

 » current cost of the ingredients;

 » current food cost percentage;

 » current selling price;

 » photograph of the dish;

 » assembly description.

INCREASING/DECREASING RECIPES

Recipes are usually set for a specific number 
of portions, e.g. ten portions. This is obviously 
necessary to adjust portions up or down according to 
numbers. It is essential that:

 » the menu is accurate;

 » any increase or decrease in the numbers of 
portions served is accurately recorded.
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EXAMPLE OF A STANDARD RECIPE
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PRECISION VEGETABLE CUTS

 » julienne – strips (3mm x 3mm x 40 mm);

 » brunoise – small cube (3 mm cube);

 » paysanne – thinly sliced shapes either triangular, 
square or round (15 mm diameter);

 » macedoine – dice/cube (8 mm cube);

 » jardiniere – small batons (4 mm x 4 mm x 20mm 
for garnish or 4mm x 4mm x 40 mm for side dish);

 » turned – barrel shape (approx. 5 cm x 2.5 cm) – 
this can vary.
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GARNISHES

Garnishes are used to enhance a dish with additional 
colour, flavour and visual appeal. Basically, any 
garnish must be edible, practical and complementary 
to the dish.

Simple garnishes can be vegetable, fruit or herb 
based.

Traditional standard garnishes include lemon twists, 
parsley, fruit wedges and julienne vegetables.

Garnishing remains a highly individual area, with 
current trends becoming simpler than in the past.

Name of Garnish Description

Freshly Picked & 
Chopped Herbs

Shredded 
(Chiffonnade)

Chopped Onion 
& Crushed Garlic

Sliced Onion

LOGICAL WORKFLOW

Good time management is crucial in a kitchen 

environment where strict timetables must be adhered 

to. This practice assists in eliminating delays. This 

involves:

 » selecting equipment;

 » arranging equipment;

 » work methods;

 » food selection;

 » preparation and cooking methods.

 » Teamwork and communication are also important 
contributors to a logical work flow and require the 
following to be taken into consideration:

 » a willingness to take direction from others

 » a willingness to assist others

 » conscientiousness

 » ability to learn from others.

WORK FLOW PLANNING STEPS ARE:

 » The planning of a task in a logical sequence

 » Working to a time schedule

 » Eliminating unnecessary tasks and repetitions.

 » Combining 2 jobs at once.

 » Preparing before you start a recipe.

WORK FLOW PLAN EXAMPLE

Steps Task :- Blanching Tomatoes

1. Bring a pot of water to the boil over high 
heat (100c)

2. Prep bowl of iced water to refresh tomato

3. Prepare the tomato (remove the eye)

4. Blanch the tomato in boiling water for 12 
secs

5. Place the tomato into ice water for 2 
mins

6. Drain the tomato and peel

7. Store the tomato in a covered container
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LOGICAL WORKFLOW
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The role of food presentation begins at the menu 
conception stage, is important at the “plating up” 
stage, flowing all the way through to serving.

Food presentation is all about making prepared food 
as attractive as possible to the customer. It does not 
involve the creation of ‘monuments’ on each plate, 
but rather an attempt to create and present food to 
the best of its potential. In Australia, there has been 
an increasing trend in recent years to place more 
emphasis on the healthy and nutritious qualities of 
food, and move away from the heavier cuisines of 
Europe. In an ever-changing world, food tastes have 
also changed. Pretentious presentation has been 
overtaken by a simpler and cleaner style.

Food presentation, while an important part of an 
establishment, is only part of the dining experience. 
Other factors will also influence a customer’s 
perception, including decor, comfort, friendliness and 
the efficiency of staff.

PRESENTING FOOD FOR SERVICE
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COLOUR

A chef who uses colour imaginatively can produce 
very effective results. However, this must never be 
at the expense of flavour, texture or balance. For 
example, a piece of baked pumpkin may look more 
effective when plated next to steamed broccoli, 
instead of a similarly baked piece of carrot. Unless 
this is deliberate there would be very little contrast in 
colour or texture.

COOKING METHOD

Each different method of cooking produces different 
results in food (taste, appearance, texture). Most 
cooking processes use some form of heat transfer 
which includes the following:

 » Convection: This type of heat is normally found in 
a heated closed environment, like an oven. The air 
and oven surfaces are heated which, in turn, heat 
items inside.

 » Conduction: This method of heat transfer involves 
the food being in contact with the heat source and 
includes boiling, poaching, frying and deep frying.

 » Radiation: Radiated heat usually involves a dry 
heat process where the food does not come into 
contact with the heat source. This type of dry heat 
is produced by grills, charcoal grills, salamanders, 
etc.
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PLATE SELECTION

Plates come in many shapes, sizes, patterns and 
colours. Their primary role is to serve as a receptacle 
for food which needs to be transported from the 
place of preparation (kitchen) to the customer 
(dining area). In this context, it could be argued that 
any container could be used when serving food, but 
this is not so. The reason: Presentation.

The most appropriately sized and designed plates 
are used to enhance food presentation and provide 
a balance of plated ingredients. The amount of food 
placed on a plate will also effect the overall look. If 
the plate is too small, the amount of food placed on it 
will look messy. On the other hand, an oversized plate 
will make even substantial portions appear small.

FRESHNESS IN FOODS

With abundant fresh produce available in Australia, 
operators should, where possible, use fresh produce. 
This is nearly always appreciated by customers, 
particularly if the ingredients have been sensitively 
handled.

GARNISHES

Food garnishes are decorations added to an item 
for colour contrast and to provide visual appeal 
and flavour. Garnishes can be cooked or raw. Not 
only should garnishes be edible, but appropriate 
to a particular dish. For example, adding a twist of 
lemon or orange with glace cherries to a steak is 
inappropriate as their flavours are not compatible 
with that of the steak.

TRADITIONAL GARNISHES

Some dishes have become famous for their garnishes, 
and although created many years ago, they are still in 
use today. Examples include:

Peach Melba: poached peach dessert with vanilla ice 
cream and raspberry sauce

Pea and ham soup with toasted croutons

Sole Veronique: with grapes.

INNOVATION

Innovation in commercial cookery involves the 
development of new ideas or the further refinement 
of existing ones to suit changing tastes and trends. 
In Australia, it could be said that there has been 
dramatic innovation in recent years. This has been 
attributed to a number of factors which include:

 » multi-culturalism;

 » new product availability;

 » increased customer awareness and expectations;

 » the state of the economy (how much people have 
to spend);

 » tastes and trends in cuisine.
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This is addressed by:

 » staff training (ensuring that staff are aware of 
portion control policy)

 » standardised recipe cards (it is in writing, and 
therefore can be monitored, controlled and 
enforced)

 » portion control utensils (spoons, ladles, jugs, etc.)

 » sufficient and thorough supervision

 » establishment could consider purchasing portion-
packaged items

PORTION CONTROL

Portion control means ensuring that the right 
quantity of food is prepared and served every time 
a customer orders a menu item. In other words, 
customers will consistently get the same size meal 
every time they visit.

This, however, is not the only reason portion control 
is monitored. Another factor that needs to be taken 
into consideration is cost control. For example, overly 
large portions will result in the need to charge higher 
prices or alternatively make less profit on each dish. 
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WORKFLOW PLANNING

A kitchen that is well planned and works to a routine 
will usually operate smoothly. Good communication 
and teamwork are two indicators of efficient planning. 
This, in turn, ensures that the customers will receive 
the best service possible.

As the saying goes: ‘charity begins at home’. This 
also applies to workplace organisation, i.e. organise 
yourself and you will contribute to helping others. 
Organisation is all about knowing what is wanted, 
where and when, and by whom.
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COMMON CLEANING AGENTS

A dirty establishment will deter customers from 
staying or coming back. On the other hand, a 
clean, well-presented establishment is welcoming 
to everyone.   When you know the right practices, 
which chemicals to use and the equipment that will 
help you do the job, you will find that you clean more 
efficiently and effectively. This saves time and energy 
and keeps costs down for the establishment. 

Agent Main characteristics and uses

Water The cheapest and simplest of all agents, it is commonly used to dilute other cleaning 
agents and is essential for detergent to work effectively. Also used for rinsing.

Detergent A substance which when dissolved in water will remove dirt. Soap is also included in 
this category. May come in powdered, flake, bar soap or liquid form. In order to work 
effectively it must be dissolved fully. A good detergent should break down grease, 
oil, and other forms of dirt effectively. It should be effective over a wide range of 
temperatures. Detergents are used on a wide variety of surfaces, including tiles, plastic, 
vinyl, ceramic and painted metals, etc. Most detergents will produce a lather, which 
indicates that there is effective cleansing power. Once the lather disappears change the 
water.

Polishes There are a range of different polishes available in a paste, liquid or cream form. Some 
are spirit based, which are used for metal, mirrors and windows. Others are oil based 
and are commonly used for wood, linoleum, synthetic flooring, leather and synthetic 
leathers, tiles and enamelled and lacquered metals. Remember to check that the polish 
is not going to cause a slippery surface on any area where people will be walking. The 
advantage of a polish is that it protects and forms a barrier against liquids which might 
otherwise damage the surface.

Abrasives When friction (applying pressure by rubbing) needs to be used to remove dirt and 
grease, an abrasive is commonly used. Abrasives work by scratching the surface so 
care must be taken when using them. Ensure that the surface is hard enough not to 
leave scratch marks. Remember, however, that even hard surfaces will eventually be 
dulled by abrasives so only use when necessary. Abrasives usually come in a paste, 
powder or a cream form. Metal polishes are also forms of abrasives. Abrasives can be 
used on hard surfaces, such as glazed ceramic, some metals, and tiles. Remember - only 
use when strictly necessary.

Disinfectants Used to destroy harmful bacteria on surfaces, particularly in bathrooms and kitchens 
and on equipment that a number of people use, e.g. the telephone. When using 
disinfectants do not mix them with detergent as the different chemical mix can render 
the product useless. They should be diluted according to the manufacturer’s direction, 
as too weak a solution will not be effective. If too strong, an allergic reaction may 
result. Used daily on bathroom surfaces after a thorough clean will ensure a hygienic 
environment. Note antiseptics prevent the growth of bacteria but are not commonly 
used in the Hospitality industry.

Degreasing 
agents

These products are usually based on caustic soda and must be used with extreme care. 
They are commonly used on concrete and asphalt floors to remove grease build-up and 
to flush out drains. They cause serious damage to wood, marble, terrazzo, aluminium, 
PVC, and most fabrics. Oven cleaner is a degreaser. Wear protective gear when using 
these products, e.g. gloves and goggles.

COMMON CLEANING AGENTS

The most common cleaning agents can be 
categorised as follows:
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Acids Acidic products are commonly used to remove deposits of lime or other alkali deposits 
and are also used to clean toilets and urinals. Never mix these products with other 
cleaning agents. Oxalic acid is a common agent used to remove rust stains. These 
products in a concentrated form are also very corrosive and protective clothing must 
be worn. Common acids such as vinegar and lemon make effective cleaning agents. 
Always remember to rinse the surface well after using any product.

Alkalis These are also known as hard surface cleaners. Commonly used for stripping polish 
from floors, they are very corrosive and may cause damage to various surfaces, so 
always follow the manufacturer’s directions and wear protective clothing.

Solvents Substances that dissolve built-up dirt and grease. These are useful cleaning products 
and include things such as methylated spirits, acetone and white spirit (used by dry 
cleaners). Often used as stain-removing agents.

When selecting cleaning agents, check to see if they 
can cause any damage to the environment. Some of 
the common household cleaning agents that have 
been used for years clean just as effectively as their 
more expensive substitutes. For example, newspaper 
and water, or newspaper and methylated spirits for 
cleaning glass and mirrors, baking soda for bathroom 
cleaning, vinegar or lemon juice in the bathroom, 
vinegar and salt can be used as an abrasive, and 
lemon juice and flour as a metal polish. 

Can you add any others that you know of?

IMPORTANT NOTE:

Using the wrong product on the wrong surface 
can cause irreparable damage. Always check 
with your Trainer or Supervisor before using a 
new product or a product that you are unfamiliar 
with. Remember prevention is less costly than 
replacement!
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USING CHEMICALS 
SAFELY

Some points to remember when using any cleaning 
agent include:

 » Always follow the manufacturer’s instructions. 
If these cannot be read on the container, then 
consult the manufacturer’s specifications. A 
copy of these should be held in the Manager’s 
office. If not, ring the manufacturer and request 
a specification list. It is important that these are 
kept in a handy place so if an accident occurs, 
you know what to do. Manufacturer’s specification 
sheets are also referred to as Material Safety 
Data Sheets. They must, by law, be kept wherever 
cleaning chemicals are stored or used.

 » Wear protective clothing such as:

 » rubber gloves (with cotton gloves underneath if 
necessary)

 » eye protection if necessary

 » closed leather shoes.

 » Never mix chemicals because it may cause toxic 
fumes to be given off or cause an explosion.

 » Do not mix cleaning cloths for different chemicals. 
For this reason colour-coded cloths are usually 
used. Do not use guest towelling for cleaning 
purposes.

 » Wash all rags and cloths when you’re finished 
using them.

 » Always use chemicals in a well-ventilated area. Do 
not smoke near a chemical storage area and never 
work with chemicals near an open flame.

 » Do not pour chemicals into unlabelled containers 
or old soft drink bottles.

 » Mentally check your knowledge of the mix of the 
chemical before use.

 » Never apply chemicals directly to the surface. 
Always apply to the cleaning cloth first.

 » Rinse all surfaces after using chemicals.

 » If an accident occurs when using cleaning agents:

 » rinse the affected area with cold running water

 » if eyes are affected apply an eye wash effectively

 » if any chemical is swallowed, check the 
manufacturer’s specification. If not available, 
contact the poison information centre in your 
State or Territory (have the number handy)

 » if dangerous fumes are breathed in, get to fresh 
air immediately. If breathing is difficult, get help 
and/or call the emergency number 000

 » notify your Supervisor if there is an accident in the 
workplace, or if any allergic reaction occurs when 
using a particular product.
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STORING CHEMICALS
Some points to remember when using any cleaning 
agent include:

 » Always follow the manufacturer’s instructions. 
If these cannot be read on the container, then 
consult the manufacturer’s specifications. A 
copy of these should be held in the Manager’s 
office. If not, ring the manufacturer and request 
a specification list. It is important that these are 
kept in a handy place so if an accident occurs, 
you know what to do. Manufacturer’s specification 
sheets are also referred to as Material Safety 
Data Sheets. They must, by law, be kept wherever 
cleaning chemicals are stored or used.

 » Wear protective clothing such as:

 » rubber gloves (with cotton gloves underneath if 
necessary)

 » eye protection if necessary

 » closed leather shoes.

 » Never mix chemicals because it may cause toxic 
fumes to be given off or cause an explosion.

 » Do not mix cleaning cloths for different chemicals. 
For this reason colour-coded cloths are usually 
used. Do not use guest towelling for cleaning 
purposes.

 » Wash all rags and cloths when you’re finished 
using them.

 » Always use chemicals in a well-ventilated area. Do 
not smoke near a chemical storage area and never 
work with chemicals near an open flame.

 » Do not pour chemicals into unlabelled containers 
or old soft drink bottles.

 » Mentally check your knowledge of the mix of the 
chemical before use.

 » Never apply chemicals directly to the surface. 
Always apply to the cleaning cloth first.

 » Rinse all surfaces after using chemicals.

 » If an accident occurs when using cleaning agents:

 » rinse the affected area with cold running water

 » if eyes are affected apply an eye wash effectively

 » if any chemical is swallowed, check the 
manufacturer’s specification. If not available, 
contact the poison information centre in your 
State or Territory (have the number handy)

 » if dangerous fumes are breathed in, get to fresh 
air immediately. If breathing is difficult, get help 
and/or call the emergency number 000

 » notify your Supervisor if there is an accident in the 
workplace, or if any allergic reaction occurs when 
using a particular product.
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Cleaning agents remove dust, grease, dirt or organic 
matter as well as abrasives and chemical deposits 
from various surfaces. This is called soil. 

All soils are different from one another as seen below:

TOPIC 2: GENERAL  
CLEANING PRINCIPLES

SOILING MATTER DESCRIPTION PLACES WHERE FOUND

Dust small, loose particles usually found in 
the air or lying on surfaces

walls, doors, flat surfaces, light fittings, in 
fact anywhere that is exposed to

Grease oily, fatty substances. Dust mixed with 
grease makes grime

around door handles, light switches, bed 
heads, deposits left in bath or shower and 
build up on air conditioning filters

Organic matter dirt, dust mixed with organic matter, 
grass, etc.

usually on clothing, fabrics, but also on 
door mats and carpets, etc.

Abrasives small sharp particles usually on clothing, fabrics, but also on 
door mats and carpets, etc.

Chemical deposits the residue of products used, such as 
alcohol or toiletry items. Tarnish which 
is a chemical reaction between the air 
and a metallic surface, such as verdigris 
on copper and rust

leaking taps can cause iron spots, tarnish 
on metal items such as copper and silver 
and alcohol stains on wood
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When trying to remove soil from a surface, 
consideration must be given to what the surface 
is made of and what effect the cleaning agent will 
have on the surface. Once established, you need to 
know the best way to remove the soiled matter. In 
some instances this will be an easy activity such as 
vacuuming dust from the carpet. In other cases, it 
may require more work, e.g. removing scuff marks off 
a wooden polished floor.

There are two categories for surfaces:

HARD SURFACES

There is a great variety of hard surfaces and this can 
cause difficulty when selecting the correct cleaning 
product and equipment to be used. Hard surfaces 
can include:

 » Metals: aluminium, stainless steel, iron, copper, 
brass and silver. Some of these may have a 
lacquer coating

 » Wood: solid, plywood, hardwoods, softwoods,  
laminated wood, bamboo, cane, wicker and cork

 » Plastics

 » Ceramics: stoneware, earthenware, porcelain, bone 
china, brick, marble and terrazzo

 » Glass and mirrors.

SOFT SURFACES

This area covers both natural and synthetic fibres, it 
includes items such as:

 » Carpeting

 » Leather

 » Wallpaper coverings

 » Vinyls

 » Synthetic leathers

 » Drapes and soft furnishings.
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SUMMARY



33

TOPIC 3: USE & CARE  
OF EQUIPMENT

TOOLS OF THE TRADE

A range of different equipment will be used in the 
Housekeeping Department of a hotel or in any 
hospitality establishment, for a range of different 
purposes. 

Some of the more common items are:

EQUIPMENT FACTORS AFFECTING USE

Brooms and brushes General care involves shaking to remove loose dirt and dust particles. For 
matter such as hair, string and cotton that has become entwined in the 
bristles, use a perm comb, a skewer or knitting needle to remove it. Keep these 
items only for this purpose.

Mops These can be used for both wet and dry mopping. Dry mops are more 
commonly electrostatic and are used for dusting floors. Cotton yarn mops 
must be rinsed well in clean water after each use and continue rinsing until 
the water is clear. Bleach mops from time to time. Polyester blend mops may 
also be used in your establishment.

Buckets Most commonly made from plastic. At the end of use, rinse them out, wipe dry 
and store correctly.

Dusters and other cloths A variety may be used. Dusters should be lint free, but some cloths are 
impregnated with chemicals to help trap dust. Used on hard, smooth surfaces. 
Shake frequently (in a suitable place) after each use and wash frequently in 
hot sudsy water.

Chamois Used for cleaning windows, mirrors and glass. Rinse in fresh soapy water, 
squeeze out excess moisture and store damp in a container with a tight-fitting 
lid.

Vacuums These come in all shapes, sizes and price ranges. They work on the principle 
of drawing up dust from the surface and collecting it in a bag of some 
description. Vacuums may be either upright, cylinder or canister shape, and 
may include backpacks. Some establishments may have ducted vacuum 
cleaning. Some vacuums are dual purpose, that is they can extract water from 
the surface as well. Many vacuums also have specialised attachments which 
allow crevices, upholstery and venetian blinds to be cleaned. Whatever the 
type of vacuum, ensure that it is cleaned regularly. This involves emptying 
out the dust bag, cleaning the filter, cleaning the bristles and wiping over the 
outside of the vacuum. While doing this, ensure that all power cords are intact.

Carpet shampoo machines There are two types: the wet type which uses water and steam to shampoo 
the carpet and the dry type which use chemicals to clean the carpet.

Electric polishers These machines have a number of varied uses including polishing wooden 
floors with a variety of soft brushes and buffing up floors with soft pads. 
Others have attachments so they can be used as scrubbing machines, i.e. a 
much harder bristled brush is attached to the machine. Steel wool pads are 
also used and need to be cleaned on a regular basis to remove build up of dirt 
and grime.
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CLEANING MACHINERY MAINTENANCE

Basic maintenance is preventative maintenance. A 
little care is often better than a major overhaul when 
it comes to machinery, and it is the responsibility of 
all people who use the equipment.

Before storing away the equipment you must always:

 » Wipe over all equipment

 » Empty, clean and/or replace dust bags

 » Roll electric cords in a way that does not affect 
the connection to the machine and ensure the 
plug attachment is also tucked neatly away to 
avoid damage

 » Pads should be taken off polishing machines prior 
to storage and cleaned and stored bristle-side up

 » When storing equipment, do not leave it leaning 
against walls, doors or any surface which may get 
damaged

 » Report minor faults and repairs. This will prevent 
major repairs at a later stage

 » Every item in the storeroom should have its own 
place. Remember to put equipment back where 
you got it from.

REPAIRS

Any piece of equipment in need of repair should be 
reported immediately to the manager. The equipment 
should be taken out of use and have a maintenance 
tag attached to it stating what the problem is, when it 
happened and if there were any contributing factors 
to its state of disrepair. 

Identifying possible faults will mean that the problem 
could be fixed more easily, so the equipment will be 
back in circulation sooner. The manager will contact 
the necessary repair personnel for the equipment.

SAFETY

Always remember to follow the manufacturer’s 
specifications when using equipment. Only use it for 
what it was designed for.

When working in public areas ensure that electric 
leads are positioned so that staff and customers do 
not trip over them.   Always carry or push equipment 
rather than pulling on the wrong part, e.g. Pulling 
a vacuum form the electrical cord. Use the correct 
posture when using all cleaning equipment.

IMPORTANT NOTE: 

Never work with equipment that has frayed 
electrical cords.
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TOPIC 4: CLEANING  
& SANITATION

When cleaning, you must keep in mind the following 
principles

 » Always proceed from the top to the bottom

 » Use weaker products rather than strong ones in 

Damp dusting Dampen the duster or rag to be used, wipe over the surface, then 
follow with a dry cloth. This ensures that all loose dust is effectively 
removed from the surface. To capture all the dust fold the corners of 
the cloth in before using, then apply the flat surface of the cloth. 

Dust from higher areas to lower areas and go systematically around 
the room. Ensure you dust all areas of the furniture or fittings. This 
includes the base and under bedside lamps as well as the light bulb. 
Do not touch a light bulb that is hot. It will burn you and it might even 
explode. Do not damp dust items that will be affected by water, e.g. 
lamp shades. Use a lint-free dry duster or a feather duster for this 
purpose. Remember to shake dusters away from cleaned areas to get 
rid of any dust. When your duster is very dirty, change it.

Polishing techniques Apply polish thinly and evenly to the surface, allow drying, then 
buffing with a cloth or polishing machine. Polish should be applied in a 
figure eight fashion. If using more than one coat, it should be applied 
at a slight right angle to the first coat. Do not apply floor polish close 
to skirting boards, as a build up of polish will result near the skirting 
board.

Damp mopping Use a continuous left-to-right, clockwise from 9 o’clock to 3 o’clock. 
Remember to change the mop water as needed, and rinse your mop 
at the end of each use. If using a dry mop, e.g. an electrostatic mop, it 
should not be raised off the floor until you have finished the activity.

Cleaning upholstery These may be cleaned using the upholstery attachment of your 
vacuum cleaner, or if this is not available, a soft bristled small 
brush. Always clean in the direction of the pile (the way the fibres 
are running) from top to bottom, overlapping each stroke slightly. 
Leather requires special care as it has natural oils in it. Remember to 
keep leather looking good it must be nourished with an appropriate 
conditioner regularly. Saddle soap can be used to clean leather 
upholstery. Remember to work with the grain of the leather.

the first instance

 » Remove the dirt, not the surface

 » Control dirt and prevent pests

 » Always work with health and safety principles in 
mind

 » Always check the cleaned area before leaving

CLEANING TECHNIQUES

The following cleaning techniques are the ones most 
frequently used in housekeeping establishments:
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Carpets These may be vacuumed and shampooed. The method you use 
will depend upon the type of carpet and the type of vacuum your 
establishment has. If the carpet pile is affected by the movement of 
the vacuum over it, always run the vacuum in the same direction. 
Shampooing carpets is a specialised treatment and great care is 
needed if the carpet is not to be damaged. If you are ever directed to 
shampoo a carpet, read your work instructions very carefully and seek 
guidance from your Trainer.

Stains Commencing from the outside, work gradually into the centre of the 
stain.

Sweeping Always sweep down stairs, and do not sweep the dirt onto yourself. 
Always sweep before you dust.

Walls and ceilings To dust walls, use a high-level dusting tool with a sweeping fashion 
similar for that used to damp mopping. If the walls are to be washed 
because of a build up of grease, dirt or grime, then divide the wall into 
workable sections and work from the bottom to the top. Note that this 
is contrary to the general cleaning principle. Working in this fashion 
avoids streaking.
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STAINS 

Stains are usually difficult to remove as they are 
absorbed into surfaces. This is different from soil 
which rests on the surface. The stain removal agent 
used must be the correct one; otherwise more 
damage could be done. 

Stains can be categorised as follows:

GREASY STAINS

Butter, oil, Vaseline, cosmetics, make-up and machine 
grease, etc. Generally, grease solvents and hot soapy 
water are used to remove these stains.

PROTEIN STAINS

Juice from meats, gravy and blood are all protein 
stains. These stains are mostly caused by food. 
Soaking in cold water with an enzyme powder will 
help remove these stains. Specific enzymes work to 
remove specific types of stains. 

WATER SOLUBLE STAINS

When attempting to remove a fresh tea or coffee 
stain, follow these steps:

1. If the stain is fresh, e.g. red wine on the carpet, 
remove as much as you can immediately. The 
quicker you get to a stain, the easier it will be to 
remove it.

2. Identify the stain. If in doubt you could tactfully 
ask the guest to identify the stain.

3. Identify the type of surface/fabric the stain is 
on.

4. Determine if the surface will be affected by the 
stain removal agent.

5. If you are not sure what the stain is, use the 
cleaning agent (usually soap and water) that 
will cause the least amount of damage first 
and gradually work your way up to stronger 
chemicals.

6. Once you have identified the stain, you can 
proceed to remove it with the correct stain-
removing agent.

7. If possible place an absorbent cloth underneath 
the stain placing the stained side uppermost on 
the cloth, then proceed to rub from the outside 
of the stain to the centre. This will prevent the 
stain from spreading.

8. Always rinse the stained area to remove any 
residual stain-removing agent.

STAIN REMOVAL METHODS

SPONGE METHOD

This is the most frequently used in conjunction with a 
stain-removing agent. Sponging involves working the 
stain with a cloth or sponge that has been dipped in 
water.

ABSORPTION METHOD

To absorb the stain, place a cloth of absorbent 
material, absorbent paper, flour or salt over the stain. 
Soak up as much as possible and then remove the 
residual matter.

DIP METHOD

This is where the entire fabric or item is immersed 
in the stain-removing agent. For example, to remove 
tarnish off small items of jewellery.

STEAM METHOD

This method involves saturating the area with steam. 
You may follow this by applying a cleaning agent.

DROP METHOD

Small drops of stain-removing agent are dropped 
onto a specific area; for example, a rust remover on a 
small rust stain. 

Remember to rinse off the stain-removing agent after 
application.

STAIN-REMOVING AGENTS ARE:

 » Water - The mildest stain-removing agent.

 » Alkalis - Are used to remove or neutralise an acid 
stain. They are often used for heavy tasks, such as 
stripping polishes.

 » Acids - Are used to remove alkali stains, such as 
deposits of lime. Their major use is to clean toilets.

 » Bleaches - Are used to remove the colour from the 
staining matter. Remember that chlorine bleach is 
strong and will remove colour from fabrics. Only 
use on cottons, linens and rayons and rinse well 
after use.

Solvents

 » Methylated spirits

 » White spirit 

 » (dry cleaning fluid)

 » Furniture polishes.
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Pest control is an area of concern for all Hospitality 
establishments. No one wants to be greeted by 
cockroaches, mice, flies, silverfish, bed bugs or rats 
when they come to stay!  You may not see the actual 
pest but you must be on the lookout at all times 
for evidence of their presence. This may include 
droppings, spots on walls and surfaces and cocoons 
or egg sacs. Regular fumigation by a reputable pest 
control company should be carried out. 

In between pest control treatments, you may be 
required to keep on hand and use the products 
available on stores.  

To prevent pests, correct disposal of garbage is very 
important. 

GARBAGE DISPOSAL

When disposing of rubbish, keep in mind:

 » Use bin liners in all rubbish bins.

 » Do not overfill rubbish bins.

 » Do not put your hands into dirty rubbish. Remove 
the bin liners, tie securely and place into large 
garbage bag or bin.

 » Be aware of sharp objects such as razor blades, 
broken glass, needles or syringes in rubbish. DO 
NOT push rubbish down into the garbage bin with 
your hands.

 » If you notice broken glass before disposal, wrap it 
in thick layers of newspaper.

 » Cigarette butts and ash should be placed into 
a fireproof container, not the general rubbish. 
If there is no separate container in your 
establishment, run some water into the ashtray 
before disposal to ensure that the butt is fully 
extinguished.

CLEANING ROSTERS

How frequently certain areas are cleaned depends on 
the following factors. 

 » where the establishment is located, the degree of 
pollution it is exposed to, or if near the beach, the 
amount of salt spray and sand that is blown in

 » the establishment’s standard of cleanliness. For 
example, hospitals have a higher requirement than 
other accommodation establishments 

 » the volume and type of traffic in a given area

PEST CONTROL
 » the number of staff and the way those staff 

members are rostered. For example, does the 
establishment use: 

 » block cleaning - one cleaner concentrates on one 
job at a time throughout the entire area, e.g. one 
person may vacuum and another may only dust

 » team cleaning - the cleaning of an area is carried 
out by a team of people, e.g. two people are 
assigned to clean guestrooms. One may do the 
bathroom while the other cleans and prepares the 
bedroom, swapping jobs on each alternate room

 » conventional cleaning - where all the surfaces are 
cleaned by one person in a designated area. For 
example, the bedroom and the bathroom of the 
guest

No matter what the establishment, there should be a 
set schedule that covers all areas. This ensures that 
every area of the property is cleaned regularly over a 
period of time.

Why is the first food cooked in place?

 » Food is cooked to make it palatable. In other 
words it is easier to eat and digest after cooking.

 » Cooking food gives it colour, flavour and aroma.

 » Using different cooking methods gives greater 
choice and variety.

Meal preparation and presentation quality will 
ultimately determine customer satisfaction. As a 
cook/chef, you need to constantly ask yourself if you 
would eat what you prepare?
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CLASSIFYING  
FOOD INTO 
GROUPS

THE FOOD PYRAMID

To correctly select the most appropriate food, it is 
important to understand food classifications, i.e. 
meat; poultry; seafood; molluscs; vegetables and 
pulses (or legumes); cereals and grains, seeds and 
nuts; and fruit.

The Food Pyramid prioritises food according to 
nutritional value and the proportion that should be 
eaten. For example, less food should be eaten from 
the food group at the tip of the pyramid.

 » Fats and oils

 » Added sugars

 » Protein foods

 » Dairy foods, meats, and poultry

 » Seafood, nuts, lentils and pulses

 » Fibre

 » Fruit and vegetables

 » Carbohydrates

 » Cereal and grains

 » Starch vegetables, e.g. potatoes.
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MEAT

Refers to animals bred and that are slaughtered for 
human consumption, e.g. beef, veal, lamb and pork.

RED MEAT

Beef cattle referred to as either beef or yearling 
depending on age.

Sheep are classified according to age and referred to 
as either hogget, mutton or lamb.

WHITE MEAT

Pig is called pork.

Young beef under 12 months is known as veal.

GAME MEAT

These were traditionally caught in the wild, but are 
now mostly farmed and include kangaroo, buffalo, 
venison (deer), and rabbit.

BEEF

LAMB
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VEAL

FEATHERED GAME FURRED GAME

FURRED GAME

PORK
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POULTRY

Refers to all feathered birds, farmed or processed for 
human consumption.

CHICKEN

Referred to as spatchcock, spring chicken, hen and 
boiler according to size and weight.

TURKEY, DUCKS AND GEESE

Are also ranked according to size and weight. Game 
birds were traditionally caught in the wild. Most game 
birds, however, are now farmed. Examples include the 
following:

 » quail

 » mutton birds

 » grouse

 » pheasant

 » guinea fowl

 » ducks

 » pigeons

 » geese.

POULTRY CHART
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SEAFOOD

Fish and shellfish refer to the main two seafood 
groups that are farmed and/or caught in the ocean, 
rivers and lakes.

FISH

The term ‘fish’ refers to either salt water or 
freshwater fish. Distinctive features include body 
covering of scales or leathery skin and breath 
through gills, using the fins and tail for manoeuvring 
through the water. Fish are further categorised as 
either flat or round. Flat fish have four fillets, round 
fish have two fillets.

SHELLFISH

Shellfish can also be found in either freshwater or salt 
water environments. Their most distinctive feature 
is that they do not have a spine. In other words, they 
are invertebrates. Shellfish are broken down into the 
following sub-groups:

CRUSTACEANS

Crustaceans have an external skeleton, legs and are 
quite mobile. Some crustaceans, e.g. lobsters, have 
a jointed shell which helps them to move. Crabs do 
not have a jointed shell, using their legs for mobility. 
Some examples include:

 » tiger prawns

 » Balmain bugs/Moreton Bay bugs

 » yabbies

 » shrimps

MOLLUSCS

Molluscs are invertebrates protected by a strong 
outer shell. They are either ‘Gastropoda’ (creatures 
living in a single shell) or ‘Bi-valve’ (those with 
double-hinged shells). Examples of single shell 
molluscs include cockles and winkles. Examples of bi-
valve include oysters, clams, scallops and mussels. 

Molluscs include:

 » mussels

 » Sydney rock oysters

 » Queensland scallops

 » Clams

 » Pacific oysters

 » Abalone

 » New Zealand mussels

 » Jervis Bay oysters/Moreton Bay oysters

 » Cockles.

CEPHALOPODS

Cephalopods are essentially molluscs, and literally 
translated means ‘head footed’, i.e. the main part of 
their body appears to be their head with protruding 
tentacles.

These types of shellfish have no external skeleton 
although cuttlefish and squid have an internal 
cartilage like bone. Octopus have eight tentacles, 
whilst squid and cuttlefish have ten. 

Examples include:

 » squid (calamari)

 » octopus

 » cuttlefish.
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CRUSTACEANS CEPHALODS MOLLUSCS
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VEGETABLES AND PULSES OR LEGUMES

VEGETABLES

These are the ‘edible flowers’, roots, stalks, leaves and 
seeds of plants, trees and grasses. They are broken 
into the following sub-groups:

 » leafy green vegetables are the edible leaves of 
cabbage, lettuce, spinach and watercress

 » root vegetables are the edible roots of potatoes, 
carrots, turnips, onions, and radishes

 » fruit vegetables are the fruits of zucchini, squash 

and pumpkin plants

 » stalk vegetables are the edible stalk from 
asparagus and celery

 » flower vegetables are the edible flowers from 
cauliflower and broccoli

 » herbs are edible aromatic leaves, flowers and 
stalks of grasses and plants such as basil, 
tarragon, thyme and marjoram

 » pod vegetables are the edibles seeds and pods of 
green peas and beans.
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PULSES OR LEGUMES

Pulses or legumes are the edible seeds of plants from 
the ‘Leguminosae’, a term used in association with 
dried peas, beans and lentils. They are rich in protein 
and fibre and are a valuable source of iron and 
minerals. Examples include:

 » soy beans

 » chick peas

 » cannellini beans

 » black beans

 » dried green peas

 » lentils

black eyed beans

red kidney beans

CEREALS, GRAINS, SEEDS AND NUTS

CEREALS AND GRAINS

These are the edible seeds and products of grasses 
that are cultivated and harvested. To make them 
edible they are processed to obtain a wide range of 
food products. Examples include:

 » wheat

 » rice

 » rye

 » matzo meal

 » barley oats

 » wild rice

 » corn

 » sago.

SEEDS AND NUTS

Seeds are contained in the fruits of plants when the 
fleshy part of the fruit has fallen away. Nuts are dry 
hard shelled fruits with a single seed. Peanuts are 
actually a legume, but are usually classified with nuts 
by common appearance and tastes. 

Example of seeds include:

 » sunflower

 » sesame

 » caraway

 » safflower

 » poppy seed

 » pumpkin.

Example of nuts include:

 » almonds 

 » bunya-bunya

 » hazelnut

 » macadamia

 » brazil 

 » coconut.
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FRUITS

It could be said that fruits are closely related to 
vegetables. In fact, many foods referred to as 
vegetables are, from a botanical perspective, really 
fruits, e.g. zucchini, eggplants and tomatoes. In 
commercial cookery, the term ‘fruit’ usually refers to 
food where the carbohydrate occurs as sugar instead 
of starch. Sub-groups of this group include the 
following with examples:

CITRUS STONE BERRY NATIVE MELONS TROPICAL

Oranges Peach Strawberries Lilli Pilli Watermelon Jaboticaba

Lemons Plum Raspberries Quandong Rockmelon Durian

Lime Apricot Blueberries Rosella Honeydew Rambutan

Kumquat Nectarine Redcurrants Lemon Aspen Papaya Sapodilla

Tangelo Loquat Blueberries Cheesefruit Kiwano Mangosteen

Mandarin Lychee Mulberry Nonda Plums Pepino Mango
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STANDARD RECIPES
Standard recipes are used by commercial kitchens to 
ensure that food is correctly:

 » costed

 » prepared

 » purchased

 » cooked

 » stored

 » portioned

 » measured

 » served.

In the recipe file at the back of this workbook, you 
will find a selection of standard recipes. These 
will give you instructions for recipes including the 
amount of ingredients, preparation, cooking method 
and number of portions. Recipe cards will assist you 
to maintain consistency.

PORTION SIZES

Portion size will vary and depend on the style of 
food service, e.g. canapes, appetisers, main courses, 
dessert or buffet service, as well as the available 
budget.

Using standard recipes, wastage is reduced, costs 
are maintained and the correct amount of food is 
prepared and presented using the correct equipment 
and cooking method every time.

STANDARD MEASURES

This is a list of standard measures and the 
abbreviations used in commercial cookery:

MEASURES WEIGHTS
Lt = Litre kg = kilograms

ml = Millilitres g = Grams

C = Cup

Tb = Tablespoon

Dsp = Dessertspoon

ts = Teaspoon
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CULINARY TERMS

TERM WHAT IT MEANS

A l’Anglaise English style; coated with breadcrumbs and deep fried.

A la FRANCAISE French style; coated with milk and flour, deep fried.

A la JUIVE Jewish style; coated with flour and beaten egg and deep fried.

A l’Orly Orly style; coated in batter and deep fried.

Au bleu Whole fish cooked in a court bouillon; the natural sea slime of the fish 
(trout) will turn blue.

Al dente To the tooth; pasta is cooked until it slightly crunchy.

A point Medium.

Acidulated Lemon, vinegar or wine is added.

Au four The food is baked in the oven.

Abats Heads, hearts, liver and kidneys, etc.

Aiguillette Long, thin meat cuts.

Aromates Tasty, flavoured herbs and roots.

Barder and surface barding To wrap poultry or game in thin slices of bacon fat, used on dry meats. 
Surface barding is when a thin layer of back fat or fatty bacon is laid onto 
the breast surface of the bird to be cooked.

Bouquet garni Parsley, thyme, bayleaf, peppercorns and celery tied in a bundle with string 
or wrapped in muslin.

Blanchir Soup or stock is slowly bought to the boil so the scum can be removed.

Blanch To par cook or whiten food in boiling water.

Blanquette White meat is cooked in white stock. The cooking liquid is used to make the 
sauce.

Bleu Rare or ‘blue’; the food is cooked very briefly to seal the outside.

Basting To spoon the cooking juices over the food regularly during cooking. 
Flavours the food and keeps it moist.

Cartouche Greaseproof paper is cut to the size of the pan, greased and used as a lid.

Glacer To brown a dish under the salamander.

Gratiner Food sprinkled with breadcrumbs or cheese is passed under the 
salamander or through the oven to give it a golden colour.

Au gratin To sprinkle with cheese or a mixture of breadcrumbs and cheese.

Concasse Skinned, tomato with seeds removed, diced and lightly sauteed with onion.

Compote Stewed fruit.

Deglaze To dissolve the cooking sediments from the base of the pan with wine or 
stock to use in the glaze or sauce.
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Court bouillon 1. Red or white wine, fish stock and aromatic herbs for matelocks.

2. Salt, water, milk and lemon juice for white flesh fish

3. Water, salt, vinegar and aromatic herbs for shellfish, salmon and 
freshwater fish.

Duxelle Finely chopped onions and mushrooms, cooked for stuffing.

Fleuron Cooked, shaped pieces of puff pastry used to garnish certain dishes.

Escaloper To cut into thin slices sideways.

Emincer To cut into thin slices.

Farci To stuff poultry, fish, etc., with forcemeat, rice and stuffing, etc.

Larder To insert thin strips of bacon fat with a larding needle through the cut of 
meat

Macerer To macerate (soak) fruit in liquor for flavour.

Marmite Stockpot; also a French pot with lid and two fingertips on each side similar 
to a casserole dish.

Egg wash Beaten egg yolk and milk to use as a glaze before cooking to give colour 
and gloss.

Jus roti Roasting juices.

Jus lie Thickened gravy.

Parer To trim.

Pate a frire Batter for deep frying flour, salt, oil and water with the addition of lightly 
beaten egg whites.

Meuniere Butter melted to nut brown for cooking fish; served with lemon and 
chopped parsley.

Mortifier To hang meat, poultry or game to tenderise.

Rissoler To toss in hot fat or butter to colour.

Ragout A form of stew or casserole.

Marinade A combination of flavoured herbs or spices with liquids such as olive oil, 
wine, and soy sauce to flavour and tenderise food.

Refresh To cool food quickly by plunging into ice water.

Riz Rice.

Trussing Meat, poultry and game are tied with butchers twine; ensures even cooking 
and food retains shape.



52

BOILING
Definition

Boiling is classified as a wet method of cookery when 
food is fully immersed into a container of boiling 
liquid on top of the stove. The liquid used can be 
water, stock, or another suitable liquid.

With food totally covered by the liquid and the heat 
turned on high, bring the liquid up to 100°C and 
keep it there. The water should be moving rapidly, 
and the bubbles break once they reach the surface. 
SIMMERING is when the food you have brought to 
boil at a high heat has the temperature reduced and 
the water is moving gently for slower cooking (95º – 
98ºC).

If the lid is left on, the amount of liquid evaporated is 
reduced, and the cooking time is shortened. 

Golden Rule to help when boiling or simmering 
Vegetables is...

The exceptions to this are:

 » pasta will overcook and stick together

 » stock will go cloudy

 » green vegetables will lose colour.

There are three important things to keep in mind 
when boiling:

 » Root vegetables are placed into cold water 
and then brought to the boil. This removes the 
chemicals which can cause a bitter taste. The 
vegetables will also cook more evenly.

 » Green and leafy vegetables are placed into boiling 
water. This cooks them quickly and reduces the 
loss of colour and nutrition.

 » Pastas (and some boiled rice recipes) are placed 
into seasoned water that is already boiling. This 
sets the starch and stops the food sticking 
together.

WHY DO WE BOIL FOOD?

Food is boiled to tenderise and make it more 
palatable and digestible. Boiling also changes the 
muscular or fibre tissues and accentuates the flavour.

Suitable boiling foods

 » pasta

 » rice (boiled rice recipes)

 » different grains

 » meat (e.g. corned meat, offal, tough cuts of meat)

 » poultry

 » eggs

 » root vegetables (e.g. potatoes and carrots)

 » green vegetables (e.g. beans, peas and broccoli).

WHAT EQUIPMENT IS USED?

For products such as rice or pasta, a pot or other 
suitable container that is deep enough and can hold 
liquid at least twice the volume of food to be boiled.

Saucepan

Boiler
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SUITABLE POACHING FOODS

 » whole fish

 » lamb brains

 » fish fillets, fresh or smoked

 » fruit

 » chicken

 » beef fillet

 » eggs

 » seafood

WHAT EQUIPMENT IS USED?

A shallow pan, pot or container filled to the required 
level with water raised to 93°C – 95°C. This means 
that the water will be moving gently just below the 
surface.

A special fish poacher is available which is long 
enough to contain a whole fish (refer to the diagram). 
It features a wire rack that is used to lift the fish out 
and avoid breaking it up.

Definition

Poaching is classified as a wet method of cookery 
where food is cooked in just enough water or cooking 
liquid to cover it, and is kept just below the boil. This 
is called a slow simmer.

You can poach on the stove top or in the oven. 
Remember to keep the water at the correct 
temperature, 93°C to 95°C. This is to ensure the 
poached food does not break up.

WHY IS FOOD POACHED?

Fragile foods tend to fall apart when boiled. When 
poached, the food stays moist and tender. This is also 
seen as a nutritious way to cook (requiring no added 
fat), with food retaining natural flavour. Chicken 
breasts are sometimes poached as well as meat 
products, i.e. lamb brains, etc.

 POACHING
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SUITABLE STEAMING FOODS

 » fish, whole or fillets

 » shellfish

 » chickens, whole or in pieces

 » rice

 » puddings

 » dumplings

 » vegetables.

WHAT EQUIPMENT IS USED?

There are several types of steaming equipment 
available.

Definition

Steaming is classified as a wet method of cookery 
where food is cooked in a moist heat environment. 
The food itself is not cooked by any other heat 
source except for the surrounding steam or water 
vapour. This can be achieved at normal atmospheric 
pressure, i.e. double boiler, or at levels higher than 
normal atmospheric pressure, i.e. pressure cooking, 
or in a combi-steamer.

WHY DO WE STEAM FOOD?

Steaming is a very quick method of cookery, 
approximately twice as quick as boiling. A major 
benefit of steaming is that it retains the colour, 
flavour and nutritional value of food. As a fat free 
method of cookery, it is also healthier.

Steaming (not unlike boiling) will not greatly enhance 
the flavour of a dish. Care must be taken to ensure 
that a suitable flavour accompanies the steamed dish, 
unless it is specifically intended to be served without 
garnish relishes or sauce.

It should be noted that steaming green vegetables in 
non-atmospheric steamers will make them go brown. 
The solution is to blanch them in boiling water first 
and steam them when required.

 STEAMING

BAMBOO STEAMER

PRESSURE STEAMER

GAS-STEAM CONVECTION OVEN
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ATMOSPHERIC

The steam operates at, or just slightly above, 
atmospheric pressure, e.g. steaming bamboo baskets 
over the top of a pan of water or double saucepan.

PRESSURE STEAMING

The steam is contained at 35–50 kPa. The pressure 
must be released before opening the door. This style 
of steamer is usually found in larger commercial 
environments.

HIGH PRESSURE STEAMING

The steam is contained at about 100 kPa. Before 
opening the steamer, pressure is released through 
a pressure valve. This type of steamer cooks food 
quickly and is suitable for high volume establishments.

NB. kPa is the amount of kilos of pressure of steam in 
an area of one square metre measured in a sealed unit.

Today commercial kitchens are increasingly turning to 
combi-ovens. These ovens offer a variety of uses and 
can steam as well as bake, roast, or combine steam and 
baking. This development in oven technology means 
that one piece of equipment can do several activities. 
Combi-ovens provide both atmospheric and pressure 
steaming

MICROWAVE OVEN

CONVECTION OVEN
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Definition

Stewing is classified as a wet method of cookery 
where food cut into pieces is cooked slowly in the 
minimum amount of liquid to keep it moist, and is 
served together (food and liquid).

For brown stews, the meat or poultry is sealed by 
frying it in hot fat, sealing the juices within. The meat 
for white stews is usually blanched, or sealed without 
colouring. After these processes, the cooking liquid is 
added with other ingredients according to the recipe. 
Rapid boiling must be avoided, as the liquid will 
evaporate, effecting flavour and texture.

WHY DO WE STEW?

Food is stewed because it is a nutritious and 
economical cooking method. Ingredients are 
tenderised in the cooking process with maximum 
flavour extraction achieved. As already mentioned, 
stewing is a moist method of cookery.

SUITABLE STEWING FOODS

Stewing is a slow moist cookery method which is 
used to cook tough products, such as the following:

 » tougher cuts of meat, e.g. chuck, gravy beef, round 
and shanks, etc.

 » combinations of vegetables and meats

 » older beasts, e.g. mutton and hogget

 » vegetables on their own

 » older fowl, e.g. boiling hens

 » vegetables and lentils or pulses

 » fruit for jams, pies and compotes.

WHAT EQUIPMENT IS USED

Appropriate pot, saucepan or pan with a tight-fitting 
lid. Casserole dishes can be used for cooking stews 
in the oven. Always pick a pan that is large enough 
for the volume of food to be cooked, and ensure that 
overfilling does not occur.

 STEWING

BRAT PAN

BOILER

CASSEROLE DISHES

BRASSIERE
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Definition

Braising is a wet method of cookery where the food 
is cooked in liquid in a covered pan or casserole 
container in an oven. It is considered a slow cooking 
method increases flavour and tenderises food. The 
liquid used for braising also becomes part of the 
sauce. 

To prepare a braised meat or poultry dish, the food 
is sealed then placed in a covered braising pan 
with a braising liquid and cooked in the oven at 
approximately 160ºC. The cooking liquid normally 
would not come any higher than half way up the level 
of the food being braised.

BROWN BRAISING

Joints or large pieces of beef, venison, kangaroo have 
very little body fat and can be larded and marinated 
before braising. These dishes are known as brown 
braising joints. 

Smaller pieces of meat, e.g. chops and livers are 
known as brown braising cuts.

WHITE BRAISING

White braising refers to commodities that have 
been blanched, refreshed and placed on a mirepoix 
(rough chopped) vegetables, with white stock added. 
Examples include braised cabbage and sweetbreads, 
celery and onion.

BRAISING
WHY DO WE BRAISE FOOD?

Food is braised to ensure it remains moist and 
full of flavour, tenderising tougher cuts of meat or 
vegetables.

The liquid absorbs the flavour of the food, spices 
and herbs and used as the sauce base. This can be 
thickened if necessary.

Suitable braising foods

 » large joints of meat

 » beef, kangaroo and venison

 » vegetables, e.g. leeks and cabbage

 » poultry

 » game birds

 » smaller cuts of meat

 » top side or round steak, mutton chops or liver

 » rabbit

WHAT EQUIPMENT IS USED?

Oven-proof dishes or thick-bottomed pans. Larger 
establishments use brat pans or tilt fryers for bulk 
cooking. 

BRASSIERE
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Definition

This is a dry cooking method where food is cooked 
with dry heat in an oven, or on a rotating spit. 
Moisture is provided by the addition of fat or oil 
which is brushed over the food.

When spit roasting, the food is cooked by the heat 
radiating out from the flames (or heated elements) 
to cook the food. When you oven roast, the food is 
cooked by the convection of heat through the dish 
and the air space in the oven.

The sealed item to be roasted is placed into a heated 
roasting pan on a base of mirepoix vegetables, or 
a wire rack. Oil or fat is brushed onto the meat and 
the pan is placed into the oven and cooked. Basting 
during cooking also stops the food surface drying 
out.

Pot-roasting is particularly suitable for smaller and 
slightly tougher joints, e.g. brisket and topside of 
beef. Melt enough fat to cover the base of a deep, 
heavy-based pan, put in the meat and brown it over 
very high heat. Lift out the meat, put a wire rack or a 
bed of mirepoix vegetables in the bottom of the pan, 
and replace the joint. Cover the pan with a tight-
fitting lid and cook over low heat until the meat is 
tender; allow 45 minutes per 1/2kg. Turn the meat 
frequently.

Alternatively, put the browned meat in a deep baking 
dish, cover it tightly and cook in the centre of a pre-
heated oven, at 160ºC; allow 45 minutes per 1/2kg. 
Lift out the cooked meat, drain the fat from the juices 
and use them for gravy or sauce. When cooking large 
joints, a meat thermometer can be used to ensure 
internal temperature is reached and the food is 
correctly cooked.

BRAISING
WHY DO WE ROAST?

Roasting gives food a good colour as well as retaining 
flavour and a succulent texture. Meat juices can be 
used as an accompanying sauce. 

Suitable roasting foods

 » prime quality joints and pieces of meat, e.g. legs, 
forequarters, fillet, tenderloin and rump

 » quality poultry, ducks and turkey

 » game meats and birds

 » vegetables, e.g. potatoes, onions and pumpkin.

WHAT EQUIPMENT IS USED?

A suitable sized baking dish, preferably with handles 
to allow ease and safe of lifting and removing from 
the oven.

A MEAT THERMOMETER, OR PROBE.
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Fan forced convection or combi-ovens which 
circulates air throughout the oven chamber, cooking 
food quickly and at a lower temperature.

COMBINATION OVEN

GAS-STEAM CONVECTION OVEN

MICROWAVE OVEN
OVEN & SPIT ROAST
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Definition

This is a dry method of cookery where food has been 
cooked in an oven in dry heat without the addition of 
fat.

WHY DO WE BAKE?

Baking creates visual appeal, and produces a 
flavoursome texture.

Delicate liquid-based foods, such as creme caramel 
or other baked egg custards, are cooked ‘au bain 
marie’ (water bath) which spreads heat more evenly 
and stops food overheating and breaking.

Suitable baking foods

 » bread

 » meat loaf

 » cakes

 » pastries

 » potatoes, pumpkin, tomatoes and eggplants

 » egg-based dishes, e.g. baked egg custard, creme 
caramel, soufflés.

WHAT EQUIPMENT IS USED?

Cake tins, bread loaf pans, baking trays and flan tins.

BAKING

Baking trays
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Definition

This is known as a fast method of cooking using 
radiant heat that is also known as broiling.

WHY DO WE GRILL?

Grilling is a quick method of cooking suitable for 
prime cuts of meats, poultry and fish. To achieve even 
cooking ensure that the item that is being cooked is 
as evenly sized as possible.

Grilling seals the food which is cooked to a crispy, 
golden colour. Sealing allows juices to remain in the 
product.

Grilling can be achieved in three different ways:

 » over heat, i.e. charcoal, char grills, barbecues and 
heated grill plates

 » under heat, i.e. salamander

 » between heat, i.e. heated grill plates or bars.

Steaks, chops, chicken breasts and fish fillets, etc., 
should be sealed on the hottest part of the char grill 
to keep the juices in. Turn over after one minute or 
when starting to brown. Place on cooler part of the 
grill to continue cooking or finish product in oven. 
Chicken is cooked when the juices run clear (usually 
after 8 – 10 minutes).

Shellfish grills quickly, e.g. green prawns can cook 
within one minute.

Prime cuts should be cooked to the customers’ 
request.

 » Rare meat is red in the centre.

 » Medium rare meat is pink in the centre.

 » Well done meat is brown through.

 » Suitable grilling foods

 » prime cuts of meat, like sirloin, rump and fillet 
steak

 » vegetables, e.g. eggplant (aubergines), peppers, 
tomatoes and zucchini

 » small cuts of meat, e.g. lamb chops and cutlets

 » meat products, e.g. hamburgers, rissoles, sausages 
and bacon

 » poultry, e.g. chicken breasts and thigh fillets, small 
chickens and quail

 » fish, e.g. fillets and small whole fish

GRILLING
 » shellfish, e.g. prawns

 » gratinated dishes, e.g. cauliflower mornay.

WHAT EQUIPMENT IS USED?

CHAR GRILL

Products are cooked over the char grill, with heat 
induced by either gas or electricity. Food juices drip 
onto the charcoal or volcanic rocks which feed the 
flames and provide a distinctive aroma. Resultant 
heat creates a criss-cross (trellising) appearance, 
which is an effective presentation.

If you do not have access to a char grill and wish 
to give a trellised appearance to food, this can be 
achieved by heating a heavy duty wire grid.

SALAMANDER

Also known as a grill. Food is placed on a tray or dish 
under the flame or element. The food will be cooked 
and browned from radiated heat. Some salamanders 
heat from both sides, which greatly speeds up the 
cooking process.
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Definition

Shallow frying is a dry method of cookery where food 
is cooked using a small amount of hot oil or fat in a 
shallow pan.

WHY DO WE SHALLOW FRY FOOD?

Food is shallow fried for variety as well as making 
it more palatable and digestible. There are several 
variations of shallow frying. They are:

SAUTÉING

A term used to describe shallow frying of tender 
meat cuts, poultry and seafood. After the food is 
cooked the excess fat is removed and the pan is 
deglazed with wine or stock, and reduced to make 
the base of the sauce.

STIR FRYING

Fast frying strips of meat, chicken or vegetables in a 
wok or frying with a minimum of oil.

SHALLOW FRYING
GRIDDLING

Foods are cooked on lightly oiled griddle plates (solid 
metal plates) and frequently turned.

Shallow frying

The cooking of food in a pan, over a flame or other 
heat source, using a small amount of hot oil or fat.

Some important factors to remember when shallow 
frying are:

 » the food cooks very quickly

 » the food must be evenly and thinly cut and sliced

 » the pan and oil must be hot before adding the 
food or it will absorb too much fat and stick to the 
pan

 » an Asian wok is best for preparing stir fry dishes

 » some foods, e.g. fish or chicken, need to be coated 
in either a light dusting of flour or crumbed to 
protect the flesh

WHAT EQUIPMENT IS USED?

IRON WOK

FRY PAN

OMELETTE PAN

CREPE PAN
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Definition

Deep frying is the cooking of food immersed in hot 
oil.

WHY DO WE DEEP FRY FOOD?

To give the food a crisp golden coating as well as a 
distinctive flavour and texture.

DEEP FRYING STEPS

Care of the oil is important especially when large 
quantities of foods are deep fried. There should be 
established filtering and cleaning procedures for all 
deep fryers. This will ensure that all fried food tastes 
fresh, and flavours of other foods will not affect 
quality. These include:

 » prepare all mise en place for deep frying, i.e. flour 
and batter item to be fried. Ensure that deep fryer 
is on

 » if food has been crumbed, allow it to rest for about 
30 minutes in the cool room before frying

 » set the fryer at the correct temperature according 
to the recipe or instructions. Remember, not all 
foods need to be deep fried at the highest setting

 » remove any foods from the deep fryer with a long 
handled spider and avoid burning yourself

 » always have a tray with a rack next to the fryer for 
finished food. Take care to avoid dripping fat on 
the floor

DEEP FRYING
 » Be mindful of safety when using the deep fryer 

and follow your Trainer’s directions.

 » Suitable deep frying foods

 » potatoes cut into various shapes, such as batons, 
crisps, chips, straws or shoestring. Potatoes are 
the only food that do not need to be coated in 
flour, crumbs or batter

 » blanched vegetable flowers, dipped in a light 
batter

 » small even-sized pieces of chicken, veal or fish - 
floured, crumbed or battered

 » many commercial products, e.g. vegetables, meat 
or spring rolls and snack foods, e.g. samousas and 
cocktail meatballs

 » other food products, e.g. seasoned potatoes, 
wedges, croquettes, fruit and meat fritters.

WHAT EQUIPMENT IS USED?

A commercial deep fryer, as shown in the diagram 
over the page. These come in many variations and 
sizes from bench-top size to four or six or more 
basket widths. The average establishment works with 
one or two twin-well fryers.

Frying baskets with long handles, a spider and a long-
handled strainer
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Firstly we must identify the types of hazards that 
cause food poisoning and how to prevent them from 
occurring. We must be familiar with the HACCP 
system of food safety prevention and the seven 
principles required to make your food safe from the 
risk of food poisoning. 

It is important that you can identify the hazards 
associated with food poisoning and understand the 
circumstances that bring it about. Only then will you 
be able to take the steps to prevent your food from 
becoming a danger to you and to others.

These food safety procedures can be used in all 
types of catering establishments. The rules and 
principles apply equally to a five star restaurant, your 
local takeaway food outlet, cafes, hotels, canteens 
and function centres.

PEOPLE AT RISK OF FOOD POISONING

Anyone can be affected by food poisoning, yet 
there are certain groups in society that are more 
susceptible to it. They are generally groups with 
lower immune system.  

IDENTIFY FOOD 
SAFETY (CRITICAL 
CONTROL POINTS 
AND HAZARDS)

Examples of these are:

 » People, who are receiving treatment for cancer, 
are diabetic or HIV positive may also be more 
susceptible to illness from contaminated food. In 
some cases it can even lead to death. 

 » Children

 » The elderly

The degree to which a person gets sick will depend 
on the type of bacterial hazard in the food and the 
amount eaten.  Most cases of food poisoning cause 
mild symptoms such as diarrhoea and vomiting; 
however, there have been a number of severe cases 
that resulted in death.

With this in mind, new regulations are in place to 
prevent outbreaks of food poisoning. Preventing food 
poisoning relies on having food safety procedures in 
place, and also on staff following strict food hygiene 
regulations. Setting up a food safety system for 
your business can help prevent food poisoning from 
occurring.

IMPORTANT INFORMATION

When working with food, we are all responsible 
of causing food poisoning.  Therefore take 
responsibility as it only takes one case of food 
poisoning to close down a business.
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WHAT LEGISLATION CURRENTLY APPLIES?

In Australia, recent changes have involved all states 
and territories working in a combined approach to 
food safety. The result of this is the Australia New 
Zealand Food Standards Code developed by Food 
Standards Australia New Zealand (FSANZ). This code 
applies to all Australian states and territories.

The Food Standards Code states that it is voluntary 
whether or not to introduce a Food Safety Program in 
your business. Some states have chosen to enforce 
this section of the code while others have not. For 
example, in Victoria, from January 2003, all food 
businesses have been required to have a Food Safety 
Program in place. 

In general, Australia has a comparatively good record 
when it comes to food safety; however, the Australian 
government is taking a pro-active approach with 
this issue. The new standards reflect international 
best practice and are designed to help ensure that 
Australian food businesses produce food that is safe 
to eat. 

THE RESPONSIBILITIES OF THE EMPLOYER.

 » Provide adequate and ongoing training to 
employees in good hygienic practices and in 
personal hygiene.

 » Provide a hand basin supplied with soap, paper 
towels or hand drying equipment, and an 
adequate supply of hot and cold running water.

 » Prohibit anyone known to be suffering from 
gastroenteritis, or any other communicates 
disease, from handling food.

 » Ensure that all staff has a good understanding 
of current food and hygiene regulations in their 
state/territory.

 » Keep a record of illness among employees.

 » Ensure that all employees are medically fit to work 
as food handlers.

THE RESPONSIBILITY OF THE EMPLOYEE.

 » Work within the requirements of the current food 
and hygiene regulations in your state/ territory at 
all times.

 » Cease work if knowingly suffering from 
gastroenteritis or other communicate disease.

These regulations are in place to minimise the 
occurrence of food poisoning.  However, the best 
way to ensure safe food for your customers is to 
implement a food safety system.
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SAMPLE POLICY ON FOOD HANDLER EXCLUSION

IF A FOOD HANDLER HAS ONE OR 
ANY OF THE FOLLOWING SYMPTOMS 
OF FOOD BORNE DISEASE...

THE FOOD HANDLER MUST...

 » Diarrhoea

 » Vomiting

 » Sore throat with fever

 » Fever

 » Jaundice

 » Immediately inform the food safety supervisor

 » Seek medical attention 

 » Not return to work until they have been symptom-
free for 48hrs.

 » Hepatitis A

 » Norwalk disease or Norwalk-like disease

 » Typhoid fever

 » Shigellosis

 » Staphylococcal or Streptococcal disease

 » Cease all contact with food and food contact 
surfaces

 » Not return to food handling duties until medical 
clearance is provided.

 » An exposed wound or cut

 » Infected skin sore

Cover with a bandage and highly visible waterproof 
covering

Any discharge from their ears, nose or eyes Take medication to stop any nasal or other discharge 
that may contaminate the food

The manager or supervisor will not disclose any of 
the above medical information to anyone without the 
consent of the food handler, with the exception of 
the proprietor of the business or a food enforcement 
officer. This company will not use this information 
for any purpose other than to protect food from 
contamination.
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WHAT IS A FOOD  SAFETY SYSTEM?

A food safety system (also called a food safety plan 
or food safety program) is an organised approach to 
controlling food safety hazards in a food business.   
In this unit we look at a food safety system based 
on the HACCP system (Hazard Analysis at Critical 
Control Points).  We will look at HACCP in detail later 
in this section.

The benefits of a food safety system are:

 » It builds a good reputation for the business

 » It is cost effective

 » It helps to minimise wastage which result in less 
food cost

 » It improves staff morale

 » Customers will have greater confidence in the 
quality of food

As you can see, it makes good business sense to 
implement a food safety program. For a food safety 
program to be successful it relies heavily on good 
food hygiene practices.

FOOD HYGIENE

Food hygiene is the responsible preparation and 
presentation of food. 

Good food hygiene involves:

 » Avoiding contamination by protecting food from 
food poisoning bacteria, spoilage bacteria (food 
that has gone off) and foreign objects. 

 » Preventing the growth and multiplication of 
bacteria that could lead to food spoilage or food 
poisoning illnesses.

 » Properly cooking and processing food to kill 
harmful bacteria. 

Impact of poor food hygiene practices

Not following good food hygiene practices will result 
in businesses risking the following:

 » Food poisoning outbreaks, in some cases resulting 
in death

 » Complaints from customers

 » Food wastage

 » Pests invasions

 » Premises shut down by law

 » Prosecution, fines & legal action

 » Civil action

The list of offences is quite extensive and makes no 
distinction between what is a deliberate breach or 
one committed in error through ignorance. 

Food handlers can be held directly liable for breaches 
of food safety.  Fines can be issued (an individual 
food handler can be fined up to $100,000), or civil 
action taken against workers and employers who do 
not handle food safely.

Preventing food poisoning relies on safe food 
handling and properly maintaining the premises 
where food is prepared.
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Food businesses must maintain their premises at 
a high standard of cleanliness. This includes the 
fixtures, fittings and equipment, as well as those 
parts of vehicles that are used to transport food. 
The standard of cleanliness must ensure that there 
is no accumulation of garbage, recycled matter, food 
waste, dirt, grease or other visible matter.

Processing fresh food using dirty equipment will 
transfer contamination and possibly harmful bacteria. 
Food utensils and equipment must be cleaned and 
sanitised before each use and between being used 
for raw food and ready-to-eat food. Equipment and 
utensils may also need to be cleaned and sanitised if 
they have been used for long periods to prepare or 
process potentially hazardous foods, e.g. meat slicers. 
The surfaces that food may come in contact with 
must also be cleaned and sanitised.

It is important to understand that cleaning and 
sanitising are separate procedures.

Clean means clean to the touch and free from any 
dirt, dust or food particles that you can see and must 
not have smell. Cleaning is the removal of these 
particles and/or smells.

Sanitising means to apply heat and/or chemicals (or 
other processes) to a surface so that the number of 
bacteria on the surface is reduced to a level that is 
safe for food to contact.

Cleaning and sanitising should usually be done 
as separate processes. A surface needs to be 
thoroughly cleaned before it is sanitised, as sanitisers 
are unlikely to be effective in the presence of food 
residues and detergents.

GENERAL 
PREMISES HYGIENE



70

In order to prepare clean and safe food, the 
premises must be clean.  To keep the premises clean 
employees must follow a written cleaning schedule, 
outlining all the tasks for surfaces, equipment and 
utensils.   

The schedule should include:

 » Location of cleaning 

 » Person responsible for the cleaning 

 » Details of cleaning tasks – for example, the 
procedure for dismantling a piece of equipment 

 » Frequency of cleaning 

 » Cleaning agents, their concentration and any 
other equipment to be used 

 » Precautions for preventing cleaning agents 
contaminating food. 

CLEANING

Job No. Item / 
Equipment

Method of cleaning Freq Products used Responsibility

1
Bain-marie in 
front servery

1. Drain water from unit

2. Remove and throw out 
food, etc. from trays

3. Remove detachable trays 
and grids

4. Rinse in warm water

5. Wash in warm water with 
detergent, use brush and 
scourer as needed. Soak if 
needed.

6. Rinse in clean water.

7. Soak detachable trays and 
grids in sanitiser solution. 
Apply sanitiser solution to 
inside of bain-marie.

8. Allow to air dry.

Every 
day 
after 
use

Scraper, 
brush, scourer, 
detergent, 
sanitiser.

Kitchen hand

Dave Jones

Notes 1. Chemicals are kept in storage shed. See Jeff for key.

2. Use protective eyewear when mixing sanitiser. Eyewear kept under sink

AN EXAMPLE OF A CLEANING AND SANITISING PROCEDURE



71

When planning your cleaning and sanitising program, 
remember the following points:

 » Start at the back and work towards the front. Start 
high and work your way down.

 » Single-use paper towels are better than cloths. If 
you use cloths, they must be washed in hot water 
and allowed to dry after every use.

 » Use the right size brush or cleaning tool for each 
task

 » Use food-grade detergents and sanitisers, always 
following the manufacturer’s instructions.

 » Clean as you go

 » Keep cleaning chemicals away from food storage 
areas

 » Disassemble equipment such as the meat slicer 
before starting to clean it

 » A dishwasher will sanitise most small equipment, 
cutlery, plates and glasses

 » Drip-dry equipment or use clean tea towels where 
this is not possible

 » Educate staff on correct cleaning and sanitising 
procedures

 » Provide regular checks on cleaning carried out 
and instruct staff where required

 » Make sure the containers for garbage and 
recycled matter are large enough for the amount 
of waste you produce and are capable of being 
easily cleaned.

 » Ensure that all equipment used for cleaning (e.g. 
mops, buckets, cloths, brooms etc) are also kept 
clean

SIX STEPS TO PROPER CLEANING

1. Pre-clean: Scrape, wipe or sweep away food 
scraps and rinse with water.

2. Wash: Use hot water and detergent to take off any 
grease and dirt. Soak if needed.

3. Rinse: Rinse off any loose dirt or detergent foam.

4. Sanitise: Use a sanitiser to kill any remaining 
germs.

5. Final rinse: Wash off sanitiser. (Read sanitiser’s 
instructions to see if you need to do this)

6. Dry: Allow drip-drying.

SANITISE

Most food poisoning bacteria are killed if they 
are exposed to chemical sanitisers, heat, or a 
combination of both.  Sanitising is a more powerful 
process that destroys harmful bacteria by the use of 
chemicals or heat. Commercial dishwashers and glass 
washers sanitise dishes and glassware by rinsing 
at temperatures above 75 oC. There are also many 
chemical products available that sanitise. Items such 
as chopping boards and meat slicers should always 
be cleaned and sanitised after use to prevent the risk 
of cross-contamination

To sanitise:

 » soak items in water at 77°C for 30 seconds, or

 » soak items in water which contains bleach. The 
water temperature required will vary with the 
concentration of chlorine.
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Pests such as rats, mice, fly and cockroaches carry 
disease. With little effort they transfer bacteria, 
contaminating food by touching it or through their 
urine or faeces. You simply can’t afford to have pests 
present in your workplace; they present a health risk 
to your customers and will damage your reputation.

FLIES & COCKROACHES

Flies & cockroaches spread disease by cross 
contamination.  They have bacteria on their feet and 
other parts of their bodies.  As they land and feed on 
food, they spread bacteria.  

COCKROACHES

Cockroaches often live in drains and sewers and have 
known to carry salmonella.  Once this is transferred 
onto food, the consumer often suffers from diarrhea, 
skin boils and abscesses, dysentery and vomiting.

RATS & MICE

Rats & Mice carry salmonella bacteria in their 
stomach.  This bacteria is transferred onto food and 
food preparation surfaces in their faeces and urine.  
These animals live in drains and sewers, where they 
pick up harmful bacteria.

Rats & mice not only spread harmful bacteria 
but they damage food stocks by gnawing at the 
packaging.  They can also damage pipes, electric 
cables and woodwork.

To keep pests away, managers must take the 
following steps:

Build them out – ensure there are no holes or cracks 
in the walls or ceilings.

Starve them out – do not leave food lying around to 
attract pests (all food should be stored in adequate 
waterproof, pest proof containers).

Chase them out - use baits or engage pests control 
contractors.

GARBAGE & WASTE

Hospitality establishments produce a large amount 
of waste every day. All food outlets will have items 
such as leftover foodstuffs, bottles, wrappings, 
cans and general rubbish. Garbage and waste areas 
provide a perfect environment for bacteria to breed 
and multiply which can easily contaminate food and 
attract pests.

To prevent the spread of bacteria in your garbage 

PEST CONTROL
area, it is important that you do the following:

 » Keep garbage in durable fly-proof & rodent-poof 
containers that do not leak or absorb odours

 » Use containers that are easily cleaned and fitted 
with tight lids or covers

 » Frequently remove garbage from food handling 
and work areas

 » Keep garbage and storage areas clean

 » Separate food waste from recycle items (glass, 
paper, plastic)

 » Wash your hands after handling garbage

THE IMPACT OF PERSONAL 
HYGIENE ON FOOD HYGIENE

We carry food poisoning bacteria in most parts of 
our body.  In our skin, in our mouth, ears, nose and 
digestive tract.  Our bodies are perfect breeding 
grounds for bacteria to grow and multiply.  To 
prevent contamination, we need to make a constant 
effort to maintain high standards of personal hygiene.

 » Hands & Nails – wash hands regularly using warm 
water and soap and ensure finger nails are clean 
and free of nail polish

 » Jewellery – Generally minimal jewellery must be 
worn, a wedding band and a pair of small earrings 
is adequate

 » Hair  - Must be washed regularly and if long it 
must be tied back

 » Skin – bathe daily & look after your skin

 » Oral Hygiene – Avoid bad breath, clean teeth and 
use breath mints

 » Protective clothing – pet hairs, dust or woollen 
fibres can be found in dirty clothing, make sure 
you wear clean clothes daily & suitable protective 
clothing when handling food

 » Work practices – don’t cough or sneeze over food.  
Don’t lick your fingers, chew gum or smoke in 
food preparation areas.  Cover cuts or lesions with 
waterproof bandages

 » Health – never prepare or serve food if you are 
ill from an infection, or if you are experiencing 
vomiting or diarrhoea

 » Visitors - must also adhere to these rules and 
wear protective clothing

Important Note: Because bacteria grow readily on 
humans, it is extremely important that staff have 
excellent personal hygiene
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COMMUNICABLE DISEASES 

Because bacteria transfer easily from food handlers 
to food, there are certain communicable diseases, 
which prevent people from handling packaged food.

Employees who are ill, or carriers of a communicable 
disease, are prohibited from handling unpackaged 
food.

You should not work in a food production area if you 
have any of the following:

 » Influenza or cold (in infectious state) 

 » Hepatitis A or hepatitis E 

 » Salmonella 

 » Acute gastroenteritis 

 » Cholera, amoebic dysentery or bacillary dysentery

 » Tuberculosis

FOOD SAFETY HAZARDS

A hazard can be defined as: ‘Any biological, chemical 
or physical agent that has the potential to cause an 
injury or illness if no control mechanism is in place’.

There are three types of food safety hazards:

1. Biological Hazards

2. Chemical Hazards

3. Physical Hazards

BIOLOGICAL HAZARDS

Biological contamination results when healthy food 
comes into contact with pathogenic bacteria (harmful 
bacteria, easily transferable and not visible to the 
naked eye) or other micro-organisms (yeasts, viruses, 
moulds and fungi).

Bacterial contamination is the most common cause 
of food poisoning. Examples of pathogenic bacteria 
responsible for food poisoning include salmonella, 
staphylococcus, e.coli and listeria.

BACTERIA IS INTRODUCED INTO FOOD 
VIA CROSS-CONTAMINATION

Cross-contamination is the transfer of harmful 
bacteria from one surface to another. This may 
be from raw food to cooked food or from the food 
handler to the food. A common cause of cross-
contamination is from incorrectly washed chopping 
boards. A typical example that demonstrates 
how easy it is to cause food poisoning by cross-
contamination would be:

A chef cuts up eighth whole raw chickens into 
quarters on  a cutting board.  When he finished, he 
rinses the board under cold water and leaves it out to 
dry.  An hour later he uses the same board to prepare 
ham & salad sandwiches.  The sandwiches are then 
kept on a bench for up to three hours before being 
sold to customers.  Several customers suffered food 
poisoning.  Salmonella was found to be the cause. 

Important Note

Contaminated food may look completely normal: 
you can’t smell, taste or see the poison, but you 
will certainly see the consequences of it.

Important Note:

Cooking kills most harmful bacteria, but allowing 
raw foods to come into contact with cooked 
foods, causes cross-contamination.
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‘HIGH RISK’ FOODS

There are certain foods that provide a perfect site 
for bacteria to rapidly multiply. They are called ‘high 
risk’ foods. Examples include raw and cooked meats, 
fish, seafood, poultry, eggs, smallgoods and dairy 
products. 

These types of food can generate bacteria at a very 
fast rate when the right conditions occur. Because of 
their potential to cause food poisoning, these foods 
must be handled carefully at all times.

FOOD POISONING

Food poisoning bacteria are often present naturally in 
food, but given the right conditions, they can multiply 
very quickly. A single bacterium can multiply into 
more than 16 million bacteria in just eight hours.

To multiply rapidly, bacteria need the following 
conditions:

 » The right temperature

 » Food

 » Moisture

 » Time

 » pH

 » Oxygen

This is why, high foods that are left at room 
temperature for long periods of time, are most likely 
to cause food poisoning when eaten.

FOOD SPOILAGE

Food spoilage occurs when food is kept longer than 
it should be.  Evidence of food spoilage could be 
slime, mould and unpleasant odour.  These changes 
occur as the food ages.  Eating spoilt food will not 
necessarily make you ill, however if you do, you are 
putting yourself at the risk of food poisoning.

Correct stock rotation procedures and purchasing 
only fresh ingredients, reduces the chance of food 
spoilage.

‘GOOD’ BACTERIA.

Not all bacteria are bad. In fact many bacteria and 
other micro-organisms are used in the food industry 
in the production of yoghurt, bread, beer and cheese. 
There are also many bacteria that are useful to 
humans in order to keep us healthy.

Fact: There are more living organisms such as 
yeast, bacteria and mites, on the skin of one 
person than the total number of people on earth.



75

Preventing food poisoning

There are three ways to prevent the chain of events 
that lead to food poisoning:

1. Prevent food contamination. 

2. Prevent the growth and multiplication of 
bacteria in food. 

3. Destroy bacteria present in food.

bacteria can be transferred easily onto food from 
food handlers and other sources, food handlers must 
be aware of the importance of handling food safely at 
all times.

Safe food handling procedures

Bacteria grow best when the temperature is between 
5ºC and 60ºC.  This is what we call the Temperature 
Danger Zone.  High risks foods must be in the danger 
zone for as little as possible.

To destroy pathogenic bacteria you need to cook 
high risks foods thoroughly.  Also all foods must be 
handled safely until sold, including during storage, 
thawing, preparation, cooking, serving & displaying.

The following 5 factors are responsible for causing 
food poisoning.

1. Improper cooling – cooked foods must be 
cooled to below 5ºC in less than six hours.

2. Advance preparation – foods such as 
sandwiches and salads must be prepared as 
close as possible to the service time or held 
at temperatures below 5ºC,  never at room 
temperature.

3. Infected persons – inadequate hand washing 
procedures by food handlers are often 
responsible for the transfer of bacteria, such as 
salmonella and staphylococcus aurous to food.

4. Inadequate reheating – the centre of all foods 
being reheated must reach 75 ºC or above to 
make foods safe.

5. Improper hot/cold holding – equipment such as 
Bain-maries, pie warmers and hot/cold display 
units must be kept at safe temperatures at all 
times. Bain-maries and pie warmers should not 
be used for heating food.

MOST COMMON FOOD POISONING BACTERIA

The bacteria most commonly responsible for food 
poisoning are:

1. Salmonella

2. Staphylococcus aureus

3. Clostridium perfringens

4. Bacillus cereus

5. Clostridium botulinum

6. Lysteria monocytogenes

7. Campylobacter jejuni

You can find more detailed information on food 
poisoning bacteria, by referring to the workbook 
Follow workplace hygiene procedures.
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Chemical contamination occurs as a result of food 
coming into contact with chemicals. The most 
problematic area is in kitchens where food is handled, 
cooked or stored.  Chemicals can leak, seep or give 
off toxic residues and potentially contaminate the 
food. Make sure chemicals are stored separately from 
food production and service areas and are properly 
labelled.

Chemical contamination can come from solvents, 
detergents, degreasers and sanitisers. Food 
handlers should also be aware of potential risks of 
contamination from pesticides and fertilisers used on 
raw fruit and vegetables. These items should always 
be washed before use.

NATURAL POISONS

Chemical poisoning can also occur through natural 
poisons in some foods. In some cases, the acids 
from foods such as green potatoes and mushrooms 
have been known to bring on vomiting, diarrhoea, 
headaches, nervousness, anxiety and tension.

Problems usually only occur from natural poisons 
when large amounts of the food are consumed. 

The following is a list of foods and drinks that have 
been linked with natural poisons. They all have a 
different effect on the body.

CHEMICAL HAZARDS
 » Caffeine – can cause increased urination, upset 

stomach, irritability & tremors.

 » Cyanide – found in apricot & peach kernels, bitter 
almonds, apple seeds and young bamboo shoots; 
can cause abdominal pain, vomiting, mental 
confusion and respiratory distress.

 » Solanine – in sprouting and green potatoes 
can cause vomiting, diarrhoea, abdominal pain, 
headache and throat infection.

FOOD ADDITIVES

Additives such as preservatives, colouring agents 
and flavour enhancers are often added to foods 
during production.  Manufacturers need to be aware 
of the need to use these products in accordance with 
recommended guidelines, because incorrect use of 
certain additives can cause food poisoning in some 
people.
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Biological and chemical hazards make up the bulk 
of food safety hazards; however food handlers 
should also be aware of the dangers of physical 
contamination.

Physical hazards are items that you can physically 
see in the food. They may enter the food at any stage 
of production, but are most commonly found in the 
manufacturing stage.

Physical contamination may include items such as 
hair, glass, fingernails, adhesive bandages, nails, 
stones, jewellery, flies and pieces of packaging 
materials.

A couple of examples of precautions to be taken 
against the risk of physical contamination are:

 » Wearing hats during food preparation ensures that 
hair does not fall into food. 

 » Maintaining equipment and machinery regularly 
ensures that there are no loose nuts and bolts that 
may fall into the food. 

HACCP

Hazard analysis critical control point

HACCP is a practical plan (or program) that enables 
food handlers to implement and maintain high food 
hygiene standards and comply with food regulations 
and legislation. HACCP is the most widely used food 
safety system in the world.

A food safety program based on HACCP is designed 
to protect the public from the risk of foods that may 
become contaminated during the food production 
process

LET’S TOOK AT THE WORDS IN 
HACCP AND WHAT THEY MEAN:

The HAZARDS are the food safety hazards discussed 
previously in this unit. 

They are:

1. Biological Hazards

2. Chemical hazard

3. Physical hazards

That can have the potential to case an injury or 
illness if no control mechanism is in place.

Hazard Analysis  is a detailed list of the conditions or 
circumstances that can cause food hazards.

PHYSICAL HAZARDS
Critical Control Point is the point at which action can 
be taken to prevent or eliminate a food safety hazard 
or reduce it to acceptable level.

Therefore HACCP is all about identifying food safety 
hazards that may occur in your workplace, and 
determining which of these hazards present a risk to 
customers.  A HACCP plan details how those hazards 
are controlled, and what to do in the event that 
control is lost.

THE ORIGIN OF HACCP

HACCP was first developed in the 1960’s as 
a method of providing safe food to American 
astronauts travelling into space.  NASA needed 
reliable system of food safety to be 100% sure that 
the food that the astronauts were going to consume 
in space was not going to make them sick.

The fact that food poisoning outbreaks were still 
common during the 1960s indicated that the old 
approach to food safety was inadequate.

Traditional food safety measures relied on end 
product testing, where problems were not picked up 
until the end of the production chain. This involved a 
lot of time and money and did not prevent problems 
from recurring.

HACCP is based on Quality Assurance principles in 
which certain controls are placed in the system, and 
problems can be picked up during the process and 
rectified when they occur.

Since its introduction, the HACCP system has been 
further developed and now applies to all types of 
food operations. The principles of HACCP are also 
the basis of many other quality systems in other 
industries.

HACCP CONTINUES TO EVOLVE

“LOCAL CHICKEN SHOP RESPONSIBLE FOR THREE 
DEATHS”

Can you imagine how a newspaper headline like this 
could affect you?

The loss of reputation, credibility and customers 
could put you out of business or a job. It would take 
a great deal of hard work, time and money to repair 
the damage caused by this type of media exposure. 
Unfortunately, none of this hard work would bring 
back the three people who died.
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The HACCP plan is designed to prevent incidents 
such as this occurring.

REASONS TO USE HACCP

There are several good reasons why HACCP is a 
valuable system in the food industry. Some of them 
are:

 » HACCP meets the food safety requirements of 
many of our trading partners (e.g. exporting food 
overseas). 

 » It assists in the production of safer products. 

 » Its approach to production is dynamic and 
preventative, whereas the traditional testing is 
time consuming and unreliable.

 » The HACCP plan is cost effective. It increases 
employee awareness and responsibility, and 
reduces the role of management in carrying out 
inspections.

 » It is compatible with quality assurance 
management systems. 

 » It promotes confidence in the safety of foods. 

 » It is proven to work and prevent potential food 
outbreaks. 

APPLICATIONS OF HACCP PLAN

HACCP is in use throughout the entire food 
production process, from growing, harvesting 
and processing, to manufacturing, distributing 
merchandising, right to the end of the line where food 
is prepared for consumption.

HACCP principles are successfully applied in food 
processing plants, retail food stores and food service 
operations. The seven principles of HACCP have 
been universally accepted by government agencies, 
trade associations and food industry professionals 
around the world. Such is the importance of food 
safety procedures.

SAME APPROACH FOR DIFFERENT 
SIZE BUSINESSES

The complexity of your food safety program varies 
according to the nature and size of the business. For 
example, a large restaurant is likely to have more 
complex food production and handling processes 
than a small takeaway or café. 

More processes mean more potential hazards. 
Therefore, a large restaurant will need a more 
sophisticated food safety program and smaller 
premises would need a simpler food safety program.

However, regardless of the size of the business, strict 
policies on food safety are necessary and must be 
adhered to at all times

THE HACCP PRINCIPLES

HACCP is based on seven principles. The system is 
designed so that each principle follows on logically 
from the first and will break down if you leave out, 
or do not consider, one of the principles. The seven 
HACCP principles are:
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PRINCIPLE 1: CONDUCT A HAZARD ANALYSIS. 

The first step is to carry out a Hazard Analysis. This 
involves taking a close look at the food production 
line: from primary production to processing 
and manufacturing, through to distribution and 
consumption. You are looking out for any hazards 
that may occur.

Correctly identifying hazards is a key point in the 
HACCP plan. If a hazard is not identified correctly 
in the beginning, it is likely to remain uncontrolled 
during the process and be a food safety risk for that 
product. The hazard may then only be identified 
when the product reaches the customer.

Whether you are involved in a small city restaurant 
or a large small goods factory, it is very important to 
consider each and every step in the food production 
process. This includes raw materials and ingredients, 
preparation and cooking, product storage and 
distribution and the end preparation stage.

There are two stages in conducting a Hazard 
Analysis.

 » STAGE 1 requires the HACCP team to ‘put their 
heads together’ and compile a list of all hazards. 

 » STAGE 2 involves an evaluation of the findings.

STAGE 1 COMPILING A LIST OF HAZARDS

When you get together in the HACCP team, you will 
need to analyse your food production system for the 
presence of hazards. A food production system is the 
process or journey that food items go through, from 
raw ingredient through to the delivery of food to its 
final destination for consumption.

Steps to a food production system;

Extra steps may be required for some food items 
such as reheating or portioning for later use. At 
each of these steps there will be a range of different 
hazards. The key is to identify the hazards so that 
action can be taken to minimise or remove them.

It is not possible to totally eliminate all hazards. For 
example, some foods will contain low amounts of 
harmful bacteria. This only represents a food safety 
risk when the bacteria are allowed to multiply to large 
numbers. The idea of the HACCP system is to control 
hazards by keeping them within safe limits.

Step 1 Purchasing & receiving stock

Step 2 Food storage – cold, dry or frozen

Step 3 Preparation of food items

Step 4 Cooking food

Step 5 Cooling food

Step 6 Displaying and serving food

Step 7 Delivering food
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STEP 1.  

PURCHASING AND RECEIVING STOCK

When developing menus and new recipes, it is very 
important to have a ready supply of safe products 
and ingredients. It is irrelevant how hygienic and 
clean you maintain your premises if the products you 
bring in are not safe.

Let’s look at some of the potential hazards that may 
appear at this stage.

 » Meat and poultry products – microbiological 
contamination (unsafe slaughter procedures, 
food transport vehicle not running at correct 
temperature)

 » Fruit and vegetable supplies – physical and 
chemical contamination (dirt, foreign matter from 
soil, pesticides)

 » Tinned and dry foods – physical contamination 
(damaged packaging, insects and rodents)

To help you identify these hazards, find the answers 
to the following questions:

 » What are the possible micro-organisms present in 
these materials

 » Are they pathogenic micro-organisms

 » Are their chemical hazards such as: antibiotic or 
pesticide residue

 » Are there any physical hazards such as metal, 
wood chips or stones from stone fruit

 » What is the severity of their presence?  Will they 
occur again

 » Are there any preservatives?  What are their 
effects, short & long-term

 » Are these products being used elsewhere?  What 
is their safety record

 » Does the supplier have the same food standards 
as I do.

STEP 2.  

FOOD STORAGE – COLD, DRY OR FROZEN

To maintain food safety, food must be stored in 
proper storage facilities that will protect it from 
contamination and aid stock rotation, cleaning and 
pest control. For example, raw foods should be stored 
separately from cooked foods and dry goods should 
be stored away from chemical stores. 

Following are some potential hazards in storage:

Dry goods – physical contamination (e.g. mice, 
insects eating through packaging)

Raw food – biological contamination (e.g. uncooked 
chicken is likely to contain high amounts of 
salmonella bacteria if stored incorrectly)

Packaged goods – chemical contamination (e.g. 
unsealed flour bags sitting on floor next to chemical 
cleaning supplies)

Frozen goods – biological contamination or product 
damage (e.g. freezers must be maintained at 
temperatures below –15oC and kept in good working 
order to prevent biological contamination; foods must 
be wrapped securely when stored in the freezer to 
avoid freezer burn).

To help identify these hazards, answer the following 
questions:

 » Do I have sufficient storage space

 » Can cross-contamination occur in this storage 
pace

 » Will packaging affect the survival or growth of 
pathogens

 » Is the packaging resistant to potential 
microbiological contamination

 » Is the packaging clearly labelled

 » Does the layout of the facility separate raw foods 
from cooked

 » Is the air clean and is air pressure maintained
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STEP 3.  

PREPARATION OF FOOD ITEMS

Food is exposed to a number of hazards at each 
stage of the food preparation process. So it is 
important to design a logical workflow, from raw 
ingredients to finished product, so that the length of 
time that food is exposed is minimised.

Let’s have a look at some of the potential hazards 
that may appear in the preparation stage.

Raw foods – food poisoning bacteria (contamination 
from equipment and staff)

Fresh fruit and vegetables – chemical contamination 
(residues from chemical additives such as pesticides 
and fertilisers during the growing process)

Thawing foods – food poisoning bacteria (foods left 
in ambient temperatures for long periods of time)

Cooked foods – food poisoning bacteria (cutting up 
cooked foods on the same board as raw foods)

To help identify these hazards, answer the following 
questions:

 » Does the process have a step that destroys 
pathogens and toxins

 » Will the product be subjected to re-contamination 
at any step in the process

 » What other hazards may contaminate this food 
prior to being ready to eat

 » Can people or equipment contaminate the product

STEP 4.  

COOKING FOOD

Food must be cooked and heated at correct 
temperatures and for allocated periods of time, to 
ensure that potential food poisoning pathogens will 
not survive the cooking process. 

Some potential hazards that may appear during the 
cooking stage:

Cooking raw meats and poultry – biological 
contamination can occur if the cooking temperature 
is not high enough to destroy pathogenic bacteria. 
High risk foods must reach an internal temperature 
of 75oC or above in order to destroy pathogenic 
bacteria.

Re-heating of cooked foods can also present a 
biological hazard unless the food has been reheated 
correctly.

To help identify these hazards, answer the following 

questions:

 » Will the food be heated by the consumer

 » If so, will the heating process activate these 
organisms & toxins

 » Are oven temperatures a correct indication of how 
hot the ovens

 » Are these ovens been monitored

 » Are staff aware of the required temperatures and 
times associated with cooking raw foods.

STEP 5.  

COOLING FOODS

Foods that have been cooked, and then allowed 
to cool, have the potential to restart the growth 
process of any surviving bacteria if left out at 
room temperature for more than one hour. As large 
quantities of food take a long time to cool at room 
temperature, they must be separated into smaller 
quantities in order to speed up the cooling process.

Let’s have a look at a potential hazard that may 
appear at this stage.

Cooked meats and poultry – biological contamination 
can occur after cooking due to the survival of 
pathogens in the cooking. If potentially hazardous 
cooked food is left to cool too slowly, the spores of 
these pathogens can germinate and then multiply 
to dangerous levels. The bacteria most commonly 
associated with food poisoning during this stage are 
clostridium perfringens, clostridium botulinum and 
bacillus cereus.

To help identify these hazards, answer the following 
questions:

 » After the cooking process, are foods refrigerated 
to aid the cooling process

 » Are products cooled in bulk or small amounts

 » Are the times and temperatures identified

 » Are these times monitored
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STEP 6.  

DISPLAYING AND SERVING FOOD

Food must be displayed and served so that it is 
protected from risk of contamination and so that 
food poisoning bacteria cannot grow.

Let’s have a look at some of the potential hazards 
that may appear during this stage.

Prepared foods – biological contamination can occur 
through customers touching, sneezing or coughing 
on ready-made foods. Proprietors need to ensure that 
food is appropriately protected by the use of sneeze 
guards, packaging and the provision of utensils for 
serving the food.

Cooked foods – biological contamination can occur if 
foods on display are not held at correct temperatures 
(for example, sandwiches must be kept cold (below 
5oC) and hot foods such as pies must be kept hot 
(above 60oC).

Ready-to-eat foods – biological contamination can 
occur through food handlers using unsafe hygiene 
practices.

To help identify these hazards, answer the following 
questions:

 » Are the facilities designed to display food in a safe 
and hygienic way

 » Is the correct equipment being used

 » Can this equipment be easily cleaned

 » Do employees understand the potential effects of 
poor personal hygiene

 » Have they received hygiene training

STEP 7.  

DELIVERING FOOD

Foods must be transported and delivered in a manner 
that does not allow the food to become contaminated 
or subject to the growth of food poisoning bacteria. 

Potential hazards that may appear during the 
delivery stage:

Raw foods – biological and physical contamination 
can occur from food transport vehicles not running at 
correct temperatures, dust and fumes from transport 
vehicle or cross-contamination from other foods.

Ready-to-eat foods – biological contamination can 
occur through a delivery person not trained in correct 
hygiene practices.

To help identify these hazards, answer the following 
questions:

 » Is the food transport vehicle reliable or prone to 
break downs

 » If breakdowns occur, is the time delay hazardous 
to the product

 » Is there possible product contamination by 
hazardous substances, such as metal shavings, 
fumes or dust

 » Who is the food intended for

 » Do they belong to high risk group in the 
community, such as infants, some elderly people 
or people with chronic illness

EVALUATING IDENTIFIED HAZARDS

After completing the hazard identification, your 
HACCP team must evaluate the identified hazards. In 
this process, you consider ‘control measures’. Control 
measures are ways to remove or reduce the impact of 
the hazard.

An example of this could be:

Metal shavings are found n food products after been 
prepared using a food mixer.  The control measures 
for this particular hazard would be to service the 
mixer, or if it cannot be fixed to purchase a new one.

Once the control measures have been identified, 
you then need to consider how the measures can 
be applied. In some cases one hazard may require 
more than one control measure. For example, the 
mixer may need regular maintenance checks as well 
as regular checks on the product until the hazard is 
under control.

Whilst evaluating hazards, consider each one in 
terms of its severity and impact on public health. 
Look at symptoms, intensity and duration of illness 
or injury. This information is not always easy to find 
and it should be taken from a wide range of sources, 
including related experiences, data on previous 
epidemics and technical literature.

Depending on the type of hazard and available 
resources, you might need to call on experts for help 
with the evaluation or visit www.foodstandards.gov.au 
for more information.
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A critical control point (CCP) is a point, step, or 
procedure in a food process at which control can be 
applied and, as a result, a food safety hazard can be 
prevented, eliminated, or reduced to an acceptable 
level. A food safety hazard is any biological, chemical, 
or physical property that may cause a food to be 
unsafe for human consumption. 

Two examples of Critical Control Points are the 
safe handling of ingredients during preparation of 
sandwiches, and the cooking of a high-risk product 
such as chicken.

PRINCIPLE 2: CRITICAL 
CONTROL POINTS (CCP)

To help determine which steps in production are 
Critical Control Points, a HACCP Decision Tree is 
used. 
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PRESENTING INFORMATION

To identify Critical Control Points consider all 
hazards that are reasonably expected to occur, or 
be introduced at each step. You can present this 
information in a number of ways. One way is by using 
a table for each of the seven food processing steps. 
Following are some example tables.

Potential Hazards
CCP

Yes/ No

Contamination of ready-to –eat 
food

Yes

Contamination of dry and 
tinned stock

No

Growth of food poisoning 
bacteria in high risks food 

during delivery
Yes

Potential Hazards
CCP

Yes/ No

Growth of food poisoning 
bacteria or production of 

toxins on ready to eat foods.
Yes

Contamination of ready to eat 
food by raw food.

No

Contamination of food by 
chemicals and foreign matter.

Yes

STEP 1 PURCHASING AND REVIEVING STOCK

STEP 2. FOOD STORAGE – COLD OR FROZEN

Potential Hazards
CCP

Yes/ No

Contamination of ready-to –eat 
food

Yes

Contamination of dry and 
tinned stock

No

Growth of food poisoning 
bacteria in high risks food 

during delivery
Yes

STEP 2. FOOD STORAGE – COLD OR FROZEN
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Potential Hazards
CCP

Yes/ No

Contamination of food from 
dust, pests & foreign matter.

No

Contamination of packaging 
materials from dust, pests and 

other foreign matter
No

Potential Hazards
CCP

Yes/ No

Contamination of ready to 
eat foods with food poisoning 

bacteria
Yes

Growth of food poisoning 
bacteria during thawing

Yes

Fruit & vegetables that 
will not be cooked can be 
contaminated  with food 

poisoning bacteria or 
chemicals

Yes

Growth of food poisoning 
bacteria

Yes

STEP 2. FOOD STORAGE – DRY STORAGE

STEP 3. PREPARATION OF FOOD ITEMS

Potential Hazards
CCP

Yes/ No

Survival of food poisoning 
bacteria during cooking or 

reheating
Yes

STEP 4. COOKING FOOD

Potential Hazards
CCP

Yes/ No

Growth of any surviving food 
poisoning bacteria or formation 

of toxins
Yes

STEP 5. COOLING FOOD
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Potential Hazards
CCP

Yes/ No

Contamination of food Yes

Growth of food poisoning 
bacteria during transport

Yes

Potential Hazards
CCP

Yes/ No

Contamination by customers Yes

Growth of food poisoning 
bacteria if food is left too long 

in the danger zone
Yes

Contamination by other foods 
or equipment

Yes

Contamination of food by food 
handlers

Yes

STEP 5. COOLING FOOD

STEP 6. COOLING FOOD

Many food operations will have food processes 
similar to the one you have just seen. Whatever 
system you use, make sure that it is clear and to the 
point. A table format as used here is a good option 
because you can work through the process in a 
logical sequence.

Out of all the steps in developing a food safety plan; 
determining Critical Control Points is one of the most 
important. Unless you can identify control points 
correctly, the model falls apart. Be sure to identify all 
the CCPs in your food process system.

Important Note:

Take into account that HACCP must be 
specifically adapted to your work environment, as 
every situation & environment is different.  Each 
product is handled in a different manner.
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PRINCIPLE 3: ESTABLISH CRITICAL LIMITS 
FOR EACH CRITICAL CONTROL POINT.

Now that we have identified hazards and determined 
our Critical Control Points, we need to look at the 
critical limits for each CCP. 

Each CCP must have critical limits set in order to 
keep the system working within safe limits.  For 
example, we know from scientific testing that if high 
risk foods are kept at temperatures below 5oC, the 
food is safe from bacterial growth. So we could set a 
critical control point for the fridge to always be set 
at a temperature of 1oC – 4oC (there will always be 
fluctuations in fridge temperatures).  If the fridge 
temperature exceeds the critical limit we have set, we 
can no longer guarantee the safety of the food.

WHAT IS THE MINIMUM/MAXIMUM LIMITS 
FOR EACH PRODUCT OR PROCESS?

Setting a critical limit means distinguishing between 
safe and unsafe operating conditions at a Critical 
Control Point. It is the maximum and minimum value 
at which a physical, chemical or biological hazard 
must be controlled at the CCP.

Some examples of critical limits are:

 » The operating temperature of fridges and freezers 

 » The amount of time food is left out of the fridge 
during preparation 

 » Cooking temperatures 

 » Cooling times and temperatures. 

Answer the following questions when you are 
establishing critical limits:

 » Temperature – What is the temperate level 
required to ensure that the product is safe from 
potential pathogens

 » Time – how long does the product need to be kept  
at this temperature to ensure that it is safe

 » Preservatives – are there any preservatives added 
and how many

 » Visual appearance & texture - what is the 
thickness and composition of the product.  Will 
this affect the cooking temperature and time 
required

The most common critical conditions for a typical 
food business will be time and temperature. Food 
manufacturers also need to be aware of other factors 
such as pH, chlorine levels and food additives. On 
information on critical control limits, visit your local 
council. 

Look at the example of applying critical limits on the 
next page.

Potential Hazards
CCP

Yes/ No
Critical limits

Contamination of 
ready-to –eat food

Yes

Buy only from reputable registered food 
premises

Vehicle to be clean. Raw foods must not be 
transported with read to eat foods

Contamination of dry 
and tinned stock

Yes Specify no damaged packaging or tins

Growth of food 
poisoning bacteria in 
high risks food during 

delivery

Yes

Specify temperature of high risks foods on 
delivery, 1ºC-5ºC for cold foods,

60ºC for hot foods.

Frozen foods to be frozen solid.

STEP 1. PURCHASING AND RECEIVING STOCK

We have now determined what we believe to be safe and unsafe operating conditions for purchasing and 
receiving stock. This is now a benchmark from which we can monitor operating standards.
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PRINCIPLE 4: ESTABLISH A MONITORING  
SYSTEM FOR EACH CCP – SAFETY CHECKS

Monitoring is the scheduled measurement or 
observation of a Critical Control Point relative to 
its critical limits. In simpler terms we are checking 
that the system is safe. The monitoring procedures 
must be able to detect loss of control at the CCP. 
This enables us to correct the system as soon as a 
deviation from the critical limits is identified

Monitoring is based on four principles:

 » Observation 

 » Chemical measurements – pH, fat content 

 » Sensory evaluation – smell and taste 

 » Physical measurements – temperature, time, weight

Microbiological testing can be used as part of a 
monitoring system; however, it cannot be relied upon 
for all monitoring, due to the cost involved and the 
time taken to get a conclusive result.  Physical and 
chemical measurements are often preferred because 
they are fast and usually more effective.

Monitoring must always be continuous, diligent and 
accurate, because serious consequences can result 
from a critical control point breakdown or a loss of 
control within the process. 

Have a look at the monitoring section of the food 
processing system table on the next page.

Potential Hazards
CCP

Yes/ No
Critical limits Monitoring & recording

Contamination of 
ready-to –eat food

Yes

Buy only from reputable 
registered food premises 

Vehicle to be clean. Raw foods 
must not be transported with 

read to eat foods

Manager to specify the standards expected 
from each of your suppliers and monitor 
regularly to ensure those standards are 

kept.  Record findings.  
Person receiving goods must inspect the 

delivery vehicle on a continuous basis. 
Record findings

Contamination 
of dry and tinned 

stock
Yes

Specify no damaged packaging 
or tins

Person receiving goods to inspect goods 
for signs of damage

Growth of food 
poisoning bacteria 
in high risks food 
during delivery

Yes

Specify temperature of high 
risks foods on delivery, 1ºC-5ºC 

for cold foods, 
60ºC for hot foods. 

Frozen foods to be frozen solid.

Person receiving goods check & record 
temperatures upon delivery.

STEP 1. PURCHASING AND RECEIVING STOCK

Monitoring safety checks

Staff who monitors CCP’s are usually the same 
staff involved in the production process.  For 
example supervisors, selected staff members, and 
maintenance & quality control personnel.  Managers, 
however, have the responsibility to ensure that the 
monitoring is being done correctly.

Staff responsible for monitoring CCPs must:

 » Be fully trained in monitoring techniques. 

 » Understand the importance and purpose of 
monitoring. 

 » Be unbiased in monitoring and reporting. 

 » Accurately report the results of monitoring. 

 » Immediately report a process or product that does 
not meet critical limits. 

 » Sign and date all documents associated with CCP 
monitoring. 

If monitoring identifies that there has been a 
deviation or loss of control at a Critical Control Point, 
what do you do?

The answer to this question can be found in Principle 
5: Establish corrective actions.
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PRINCIPLE 5: ESTABLISH 
CORRECTIVE ACTIONS

As discussed earlier, the HACCP system is designed 
to identify potential hazards and establish strategies 
to prevent them from becoming a risk to the 
community. Even with the best food safety measures, 
unforeseen food hazards will occur. In such cases, 
HACCP is also designed to eliminate or reduce the 
hazard to a safe and manageable level.

Before you implement your HACCP system you need 
to establish a series of corrective actions so that you 
are ready for a potential breakdown at any of the 
CCPs. If a breakdown does occur, corrective actions 
must ensure that the CCP has been brought under 
control.

Corrective action should aim for three things: 

Determine and correct the cause of the non-
compliance. An example is if a product that should 

have been received at a temperature of 5°C is 
received at 7°C.  You must not accept the product 
and advice the supplier of the violation.

 » Determine where and how the food became non-
compliant 
In the example above, you must find out when did 
this product reach the 7°C, for how long was it at 
that temperature, and why did this happen.

 » Record the corrective actions that have been 
taken 
You must always keep a record of what steps you 
took to rectify the cause of non-compliance

Look at the table on the next page for an example of 
corrective action

Potential Hazards
CCP

Yes/ No
Critical limits Monitoring & recording Corrective action

Contamination of 
ready-to –eat food

Yes

Buy only from reputable 
registered food premises 

Vehicle to be clean. 
Raw foods must not be 

transported with read to 
eat foods

Manager to specify the 
standards expected from 

each of your suppliers and 
monitor regularly to ensure 
those standards are kept.  

Record findings.  
Person receiving goods 

must inspect the delivery 
vehicle on a continuous 
basis. Record findings

If you suspect 
food may be 

contaminated you 
must refuse to take 

delivery

Contamination 
of dry and tinned 

stock
Yes

Specify no damaged 
packaging or tins

Person receiving goods to 
inspect goods for signs of 

damage

If stock is damaged 
upon delivery you 

must refuse to take 
delivery

Growth of food 
poisoning bacteria 
in high risks food 
during delivery

Yes

Specify temperature 
of high risks foods on 
delivery, 1ºC-5ºC for 

cold foods, 
60ºC for hot foods. 
Frozen foods to be 

frozen solid.

Person receiving 
goods check & record 

temperatures upon delivery.

If the temperatures 
are not correct 

according to safety 
limits, you must 
refuse to take 

delivery of items, 
and inform supplier

STEP 1. PURCHASING AND RECEIVING STOCK
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PRINCIPLE 6: ESTABLISH RECORD 
KEEPING AND DOCUMENTATION 
PROCEDURES

Accurate and efficient record keeping is essential 
for a food safety program. The extent of recording 
will vary according to the type of business, customer 
base and legislative requirements.

Some record examples are:

 » Suppliers lists

 » Goods receiving form

 » Cool room temperature log

 » Hot/ cold food display log

 » Corrective actions record

 » Employee training record

More details on recording forms are found in Topic 2.

Keeping records and documentation is extremely 
important to the successful implementation of 
HACCP into your operation. These documents will 
give you a chance to compare and update results, 
monitor progress and determine where Critical 
Control Points are in your operation.
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PRINCIPLE 7: ESTABLISH PROCEDURES 
FOR VERIFICATION OF THE 
EFFECTIVENESS OF THE HACCP PLAN

Validation ensures that the plans do what they 
were designed to do; that is, they are successful 
in ensuring the production of safe product. 
Establishments are required to validate their own 
HACCP plans. 

Verification ensures the HACCP plan is adequate, 
that is, working as intended. Verification procedures 
may include such activities as review of HACCP 
plans, CCP records, critical limits and microbial 
sampling and analysis. 

The most common form of verification is an internal 
audit. These should be carried out by a supervisor 
or manager to verify that the system is working 
effectively. Results of internal audits are then used to 
make any changes to the system when required.

An effective HACCP system requires little end 
product testing because safeguards are built in early 
in the process. This makes it important to review the 
HACCP plan regularly to check that it is followed 
correctly.

CONDUCTING VERIFICATION

Here is a list of situations when to conduct 
verification

 » On a regular but random basis to ensure CCPs are 
under control. 

 » If there are any emerging concerns about the 
safety of the product. 

 » When foods have been linked with illness. 

 » To confirm that changes have been implemented 
correctly after modifying the HACCP plan. 

 » To determine whether a HACCP plan should 
be modified due to changes in the process, 
equipment, ingredients, etc. 

The verification process should be followed up with 
periodic monitoring by an unbiased, independent 
authority. This ensures that the control of hazards, 
and the monitoring of processes, has been 
comprehensive and thorough, and most importantly 
that the food is safe for the consumer.



92

In Topic1 we looked at the seven HACCP principles. 
Now we will discover how these principles fit into 
the overall HACCP plan. In the process you will 
learn how to implement the HACCP plan into your 
specific operation. Let’s begin by looking at the 
recommended sequence for implementing a HACCP 
plan. Logical sequence of HACCP application

1. Assemble the HACCP team.

2. Describe product

3. Identify intended use

4. Construct flow diagram

5. On-site verification of flow diagram

6. Conduct a Hazard Analysis – determine control 
measures (Principle 1)

7. Determine CCP’s (Principle 2)

8. Establish critical limit for each CCP – safety 
limits (Principle 3)

9. Establish a monitoring system for each CCP – 
safety checks (Principle 4)

10. Establish corrective action (Principle 5)

11. Establish verification procedures (Principle 6)

12. Establish record keeping and documentation 
(Principle 7)

IMPORTANT GUIDELINES

Before you implement the plan in your workplace, 
there are a few guidelines that you should be aware 
of. 

 » Operations need to be consistent with relevant 
food hygiene practice and food safety legislation 
that governs your particular area in the food 
industry. 

 » Management must be committed to the plan. 

 » The HACCP application must be reviewed and the 
necessary changes made when any modifications 
are made to a product, process or any step in the 
production process. 

 » The HACCP system needs to be separately 
applied to each specific operation. 

 » The HACCP system must focus its control at the 
Critical Control Points. 

PROCEDURES  
FOR FOOD SAFETY

IMPLEMENT HACCP
Assemble HACCP team 
To successfully assemble and implement a HACCP 
team, you need the full and unqualified support of 
management. 

Before that commitment can be made, management 
needs to be aware of the benefits and costs 
associated with HACCP, as well as the amount of 
education and training their employees need to run 
the process.

It is important to have the right people involved in 
the HACCP team. The make-up of the team will vary 
depending on the size of the operation; however, 
it is best to have a broad representative team, for 
example, a representative from senior management, a 
supervisor or foreman and a worker from the factory 
floor.

For most small to medium sized operations, three to 
five people on the team is ideal (more people may be 
required for large scale operations).

The team is responsible for developing the initial plan 
and coordinating its implementation. Product teams 
may then be developed for specific products, but it 
is important to ensure that they have appropriate 
training.

At this stage it may be a good idea to identify 
responsibilities and allocate specific tasks.

 » 2. Describe the product 
Once you have a team assembled, draw up a full 
description of the product. Identify all menu items 
including a description of the food, ingredients 
and processing methods. Some of the product 
description information may be helpful to identify 
hazards (Principle 1) and establish critical limits 
(Principle 3).

Record product specifications for all items used in 
production, including packaging. These documents 
should be signed by the delivery and receiving 
parties at the beginning of a contract to supply 
goods to the business. They should then be reviewed 
on a regular basis.  If a supplier is failing to meet the 
standards agreed to in the initial specification, the 
appropriate corrective action is to source another 
supplier.
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EXAMPLE OF

Product description Boxed meat - raw

Composition Vacuum packed primal packed in new 
cartons

Method of preservation Chilled @ 1°C - 4°C

Packaging – primary Vacuum bags

Packaging – secondary New cardboard cartons

Storage conditions Held @ 0°C - 2°C

Delivery method Refrigerated van @ 0°C - 4°C

Shelf life Six weeks @ 0°C - 4°C

Customer requirements Delivery @ 1°C  in clean cartons

Sensitive customer No – intended for general consumption

Final customer preparation Intended to be cooked

A table like this should be used for every product.

 » Identify intended use 
When arriving at this point you must look at whom 
the product is intended for; meaning who will 
consume the food. 

The intended consumer may be the general public 
or a specific segment of the population, which is 
vulnerable to illness. There are strict food safety 
requirements applicable to proprietors of hospitals, 
childcare centres and residential aged care facilities.

 » Construct flow diagram 
When arriving at this point you must look at whom 
the product is intended for; meaning who will 
consume the food. 

This is a clear and simple outline of the steps 
involved in your food production operation. It should 
cover all areas of production – from raw material to 
the finished product.

As you list the food production steps, hazards and 
Critical Control Points should become obvious to you. 
The more detail and effort you put into the flow chart, 
the less you will have to do when it comes time to 
identifying hazards and CCPs later on.
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A flow diagram represents an overview of the total 
process. It helps to determine if a particular step will 
increase, decrease or cause no change to the safety 
of your food.

Look at the example flow chart:

The next step in this plan is to confirm the flow chart 
on-site. This will allow us to determine whether or not 
the flow chart is correct.

Step 1 - Receive Receive and check temperature on arrival

Step 2 - Inspection Inspect product, ensure packages are not 
damaged

Step 3 – Storage Store vacuum packs in refrigerator at 4°C

Step 4 – Slicing Slice chicken ready for sandwich

Step 5 – Put sandwich together Combine ingredients together – maximum of 
45 minutes at room temperature

Step 6 – Cut & pack Cut sandwich and place in packaging 
– maximum of 30 minutes at ambient 
temperature

Step 7 – Storage Store sandwich in refrigerator at 4°C

Important Note:

These documents may be used as legal evidence 
if litigation eventuates.

 » On-site confirmation of a flow chart 
The HACCP team needs to review the flow chart 
on-site to check that is accurate.  The easiest way 
to do this is to prepare the food in full and check it 
against your flow chart.

The five preliminary tasks have now been completed:

1. Assemble the HACCP team.

2. Describe product

3. Identify intended use

4. Construct flow diagram

5. On-site verification of flow diagram

You are now ready to implement the seven principles 
of HACCP.  You should remember these from Topic 1 
of this unit.

1. Conduct a Hazard Analysis – determine control 
measures (Principle 1)

2. Determine CCP’s (Principle 2)

3. Establish critical limit for each CCP – safety 
limits (Principle 3)

4. Establish a monitoring system for each CCP – 
safety checks (Principle 4)

5. Establish corrective action (Principle 5)

6. Establish verification procedures (Principle 6)

7. Establish record keeping and documentation 
(Principle 7)
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WHAT POLICIES AND PROCEDURES 
ARE REQUIRED?

As well as having a food safety plan, you need to 
implement policies and procedures on food safety. 
This is one of the most important aspects for the 
success of the food safety plan. By ensuring that 
all staff follow standard policies and procedures, 
proprietors can guarantee that the right actions are 
carried out all of the time. 

These are sometimes referred to as ‘Support 
Programs’ because without these policies and 
procedures, the food safety plan cannot be effective. 

Detailed policies and procedures need to be written 
for the following:

 » Staff training

 » Food production procedures

 » Food handling procedures

 » Record keeping

 » Customer complaints

 » Pest control

 » Cleaning & sanitation

 » Equipment cleaning & maintenance

 » Personal hygiene

STAFF TRAINING 

Staff training is extremely important to the success 
of the food safety plan. This is an area that is often 
overlooked by businesses due to lack of time or 
money. It is now a requirement in most states of 
Australia that all food handlers be fully trained in 
correct food handling procedures. 

Many food businesses will no longer employ staff 
unless they have prior food safety training. Regular 
refresher training is also strongly recommended to 
keep staff up to date with any changes in procedures, 
and to keep their knowledge of food hygiene current. 
Staff must be trained to the level of their job, with 
supervisors requiring more in-depth training. 

FOOD PRODUCTION PROCEDURES

Businesses must document policies and procedures 
for every step in the production process. This 
includes all of the aspects covered in the Hazard 
Analysis tables, as well as more detailed information 
where required. 

For example, a standard policy for the purchase and 
receipt of goods would include information such as 
only purchasing goods from approved suppliers; the 

dates of regular inspections of supplier premises; the 
delivery conditions of the food being supplied (e.g. 
temperatures of high risk foods, packaging details, 
delivery points, shelf life of product, etc.); corrective 
actions required if the food does not meet these 
specifications; and the recording forms to be used. 

FOOD HANDLING PROCEDURES

Policies and procedures for food handling should 
include such things as the appropriate use of gloves, 
hand washing procedures, wearing of jewellery, etc. 

This section would also include policies on maximum 
time limits for food to be left sitting at room 
temperature, and appropriate corrective action 
if these limits are exceeded. Most organisations’ 
policies and procedures are based on relevant food 
safety legislation.

RECORD KEEPING 

Food safety records are usually kept in a separate 
section of the Food Safety Plan. It is important that 
all records are completed regularly and accurately. 

For example, it is of no use if staff only fills in fridge 
temperature recording forms at the end of the week, 
because that would not reflect how the food was 
actually stored during the week. 

CUSTOMER COMPLAINTS

The food safety plan must have clear instructions 
for staff on what to do in the event of a problem. 
This would usually include the completion of a 
‘Corrective Actions Record’, which details exactly 
what the problem is and what action has been taken 
to rectify it. When the HACCP team reviews the Food 
Safety Plan each year, they can use the records as 
a reference to identify changes or areas in need of 
improvement.

Businesses must also have a written policy for 
dealing with customer complaints. By having a set 
procedure in place, all valid complaints receive proper 
attention. Some businesses will use a customer 
complaint form to document complaints received 
and any follow-up action taken. This often requires 
the customer to provide additional information, such 
as whether or not a medical practitioner has been 
consulted.
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PEST CONTROL

An active pest control system must always be in 
place. It is easier to try & prevent pests’ infestation 
rather than eliminate them.  

The three principles 1. Build them out, 2. Starve them 
out, 3. Chase them out; should be followed.  

Regular visits from a pest control company should be 
scheduled and records of such visits kept.

CLEANING AND SANITATION 

Detailed procedures must be documented for 
cleaning and sanitising. This is done with the help 
of a written cleaning schedule. A cleaning schedule 
ensures that all surfaces and equipment are cleaned 
on a regular basis. They include:

 » What needs to be cleaned 

 » Who is responsible for cleaning it 

 » How it is to be cleaned 

 » What equipment and chemicals are required 

 » Frequency of cleaning

Managers & supervisors should check the cleaning 
schedule regularly to ensure that cleaning duties 
are performed correctly.   Staff members are also 
required to sign off on the cleaning schedule when 
they complete each of the tasks.

EQUIPMENT CLEANING AND MAINTENANCE

One of the main causes of food contamination is 
poor equipment maintenance. By having an effective 
maintenance program, you not only identify problems 
before they occur, but you also avoid expensive 
repairs – not to mention expensive product recalls.

Maintenance programs should be documented, 
including the dates and times of scheduled visits, 
copies of maintenance reports and any follow-up 
action taken. Items such as dishwashers and cold 
holding equipment are examples of equipment that 
requires some preventative maintenance

PERSONAL HYGIENE

Personal hygiene controls are one of the most 
important ways to prevent food poisoning. Policies 
and procedures that relate to personal hygiene 
include:

REGULAR STAFF TRAINING SESSIONS 

all staff, whether they are permanent or casual, 
should receive on-going training in food hygiene

PROCEDURES FOR STAFF SELECTION 

the organisation may require new employees to 
submit a medical report prior to being employed

Staff conducts – for example the requirement to wear 
uniform, personal hygiene standards, smoking (in 
designated areas only), reporting of illness, return to 
work after illness, wearing of hats and jewellery
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