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Who should read this policy?
This document provides a framework for hospitality at Christ Church events.  This policy has been developed in line with current legislation and clearly identifies Christ Church’s responsibilities and intended best practice in the area of food preparation and service. It applies to all those who use the kitchen facilities to provide refreshments of any kind in all areas of the Church’s ministry.
What’s included in this policy?

At Christ Church, we want to ensure that the food we provide complies with relevant food safety requirements which are outlined in this policy.  We hope to ensure the well-being of our church family, and others with whom we come into contact.  We also want to enable hospitality and ministry, and hope to strike a sensible balance between adhering to essential food handling guidelines and allowing the work and ministry of the church to continue in an unrestricted manner.  
There are three sections to this policy; 
i) Staff, Volunteers & Training
ii) Food handling 
iii) Premises & Equipment. 

Section 1: Staff, volunteers & Training

At least one leader of each ministry area should have a valid food hygiene certificate. 
· All volunteers who regularly lead catering teams should have completed the Christ Church registration pack and familiarised themselves with the ‘Safer Food Better Business’ pack which outlines the Food Management System in place at Christ Church. 
· If appropriate, they should also hold a valid food hygiene certificate.  The Christ Church office will assess the risk involved in the food prepared by each ministry area and individual to determine the level of training required.  If you cook foods which are “high” risk, it is likely that we may advise one member of the ministry team to acquire food hygiene certificate. For guidance on the implications of this policy on hospitality please see Appendix 1. 
· One-off volunteers or those new to the teams MUST receive basic training on the “Essentials of Food Safety” (See Appendix 2), which is displayed in the kitchen. 
It is the responsibility of the ministry leader to appoint a catering team leader and inform the Health and Safety co-ordinator.

Responsibilities of the catering team leader for an event
· To be ultimately in charge of the kitchen environment and the team assisting them, including informing all volunteers of the “Essentials of Food Safety” displayed in the kitchen.
· To ensure that the food hygiene policy is adhered to and that best practice is adopted throughout the event so that all food served from the kitchen is of the highest standard and has been stored, prepared and served following the guidelines set out in this policy.
· To control the cleanliness of the kitchen during and after use and ensure that helpers clean as they go.
· To ensure that any training or equipment needs are identified and communicated to the Health & Safety Co-ordinator in the church office.
Personal responsibility for hygiene standards

All members of catering teams for any events should assume responsibility for their own actions with regards to food hygiene. The following (not an exhaustive list) are guidelines for individuals as to the steps that should be taken to protect the hygiene of food during preparation and service.

· Members of the team should not be involved in food handling if they have diarrhoea, vomiting or a heavy cold or if they have had such symptoms within the last 48 hours.

· All personal belongings should be kept in the locker provided and not left in the kitchen area. For details of where the key is kept contact the Health & Safety    Co-ordinator. 
· Long hair should be tied back off the face.

· Protective aprons should be worn during the preparation and serving of food and are available in the personal belongings locker.   

· Personal hygiene standards should be observed at all times. Hands should be washed prior to beginning work using bactericidal soap and also after using the bathroom, coughing, sneezing or taking a break.  

· Hands should be washed between preparation of different types of food and tasks.
· Jewellery should be kept to a minimum during food preparation and ideally limited to a plain wedding band.

Christ Church’s responsibilities for hygiene standards

The church will nominate a Health & Safety co-ordinator who will be responsible for providing sufficient equipment and facilities for catering teams to follow the hygiene policy and also for monitoring the adherence to the policy. They will also work with Ministry leaders to provide opportunities for appropriate training for volunteers. 
It will be the responsibility of the Health & Safety co-ordinator in conjunction with the catering team leaders, to maintain a high standard of food-preparation and for ensuring that this policy is kept up to date. Any group or team not complying with the requirements of the policy will be required to undergo refresher training.
Together with the relevant ministry leaders, Christ Church will provide cool bags for transportation of foods (although this may need to be resourced from within a ministry budget), and maintenance of the church fridges and freezers.
Section 2: Food handling

Food purchasing & transport

· Purchases of ingredients should be made from reputable suppliers (eg recognised supermarket) and transported and stored in accordance with best practice guidelines detailed below.

· Transport times should be minimised where possible and any food requiring refrigeration should be transported using cool bags or boxes.

Food storage and temperature control

· Frozen food should be stored at a maximum of -18°C. 
· Products should be defrosted thoroughly before cooking. This can be done safely by defrosting it over 24hours in a fridge, covering it and placing it under cold running water or using a microwave. 

· Once food has been defrosted, it should not be re-frozen.  You can re-freeze food after you have changed it’s state (eg. Cooked).
· Dairy & meat (cooked and uncooked) products should be refrigerated below 8°C. To achieve this temperature the fridge should be no warmer than 5°C.
· Care should be taken to store raw and cooked products separately with raw meat on the lowest levels of storage to reduce the risk of cross contamination.

· Low risk foods such as unopened tinned or dry products do not require temperature controlled storage but should be stored safely in cool, dry conditions.

· To freeze fresh food put it into the freezer as soon as it is delivered. 

· Hot food should be chilled completely before freezing. Food should be frozen in small portions in containers or freezer bags. 

Food preparation

· Raw and cooked products should be kept separate during preparation. 
· Different surfaces, equipment and utensils should be used when preparing raw foods to those used for ready-to-eat foods.
· Chopping boards should be used in accordance with the displayed colour coding system (eg RED board to be used only for raw meat preparation).
· Utensils and surfaces should be cleaned frequently, especially when you are switching between different types of food product. Utensils and surfaces should be cleaned immediately after use to prepare raw food. 
· Hot food should not be prepared and left to stand for more than an hour before an event. 
· During food preparation access to the kitchen should be restricted to the members of the catering team.
Cooking

· Food must be cooked thoroughly before serving. Particular attention should be paid to meat products in this respect. The core temperature of cooked food must reach 75°C during cooking.

· If food is to be kept warm the temperature should not drop below 63°C. 
· Temperature probes are provided to check the temperature of food. These should be cleaned after each use. Probe wipes are available for this task.
· If food is to be cooled it should be cooled as quickly as possible, ideally within 90 minutes, and then stored below 5°C. Cooling food can be made safer by dividing the food into smaller portions, covering pans and standing them in cold water, or stirring food regularly.
Preparing food off the Church premises
·  Advance preparation of food in personal facilities may be permitted after discussion with the Health & Safety Co-ordinator. 
· All regular caterers are required to complete the Christ Church registration pack which details the products used during cooking and where food preparation will take place. 
· Caterers wishing to prepare high risk products in personal facilities will need to be registered with Bristol City Council and undergo a kitchen inspection before being allowed to prepare food at home.
Section 3: Premises & Equipment

Responsibility of the catering team leader


Cleaning
· A policy of “clean as you go” should be adopted by all catering teams as a way of ensuring the cleanliness and safety of the kitchen area at all times. 

· To ensure that all surfaces, utensils, crockery etc have been thoroughly cleaned and are stored in the correct area. Particular attention should be paid to areas that are most commonly touched such as surfaces, taps, door handles, switches etc.

· To complete and sign the diary declaring all cleaning tasks completed at the end of each session and recording any problems arising during the session.

· The small sink in the kitchen should ONLY be used for handwashing.
· The two larger sinks in the kitchen should be used for food preparation tasks and washing up.

· The sinks in the main kitchen should not be used for the disposal of dirty water etc (eg emptying mop buckets).
· The leader must ensure that all chemicals are returned to the cleaning storeroom after use. 

· The floor of the kitchen must be mopped after each use.

· Any leftover food should be disposed of or taken away at the end of an event and not simply left in the fridge. 

· Waste materials should be removed from the kitchen area and taken to the bins at the rear of the church at the end of every session.

· Any faulty or damaged equipment should not be used and should be reported to the church office.
General

· Any accidents should be recorded in the accident book in the first aid cupboard in the kitchen. Any major accidents should be reported to the church office as soon as possible.

Responsibility of the Ministry Assistants
· To undertake weekly cleaning tasks as detailed on the cleaning schedule.
· To complete and sign the weekly checklist for cleaning tasks in the kitchen.
Responsibility of the Health & Safety Co-ordinator

Cleaning
· To provide sufficient equipment and chemicals for the routine cleaning of the kitchen by catering teams.

· To arrange for deep cleaning of the equipment and surfaces once a term.

· To provide sufficient waste disposal containers.
· To monitor cleaning standards and the completion of the diary checklists and temperature records on a weekly basis.

Hygiene

· The church will provide the following:

· Storage for bags and coats in a locker outside the kitchen area.
· Toilet areas not opening directly on to food preparation areas.

· Hand washing facilities both in the toilet and the kitchen areas that are stocked with hand wash and hand dryers.
Equipment

· The church is responsible for providing and maintaining the following:

· Temperature probes. Separate probes will be provided for use in the fridges/freezers and for hot food.
· All chemicals required for maintaining the cleanliness of the kitchen.
· Colour coded chopping boards for use in preparing raw meat, cooked meat and vegetables.

· Suitable protective clothing and equipment such as aprons and rubber gloves. 

· First aid equipment, including blue plasters, which should be used to cover any cuts.

· An accident book. This must be checked weekly and any issues that require action must be dealt with.
· Copies of this policy and instructions for use of the kitchen.

Who to contact

Health and Safety co-ordinator at CC – Jenny Bush, Church Office –  973 6524
Director of Operations and MA practical co-ordinator - Olivia Murray, Church Office – 973 6524

Property and Equipment – Roger Harvey

This policy was completed on the 28th September 2009 and will be reviewed annually.
Appendix 1
Enabling Hospitality through the Christ Church Food Hygiene policy

For each event at Christ Church, we have considered what the implications of the food hygiene policy will be.  We have been working hard to ensure that we enable hospitality, as well as adhere to the legal framework within which we should operate.  The following lists are not conclusive, as there will always be one-off events which should be considered with the health and safety co-ordinator’s guidance.

1. Refreshments before or after services/prayer meetings etc
Those serving tea, coffee and biscuits should have read the food hygiene policy and should be aware of how to behave in the kitchen (eg. Locking bags and coats into the locker, washing their hands before working etc).  There is no need for them to have a food hygiene certificate.  Any low risk foods (such as flapjack) can be made at home and brought into church to be served, but those preparing them must follow the guidelines in the policy, and have completed the registration form. 

2. Main meals served in the crypt 

For the Seniors’ lunches, the 11am lunches, the IVs, courses, newcomers’ suppers, community centre (and any other groups having main meals in the crypt), there should be a designated catering team leader who is responsible for adherence to the food hygiene policy.  This person should have an up to date food hygiene certificate and be able to train others in the team on the basics of good food handling.  High risk foods handled on the church premises (meat, rice and some dairy) should be done so under the guidance of the catering team leader.  Food prepared at home which is low risk (vegetables, non-dairy cakes and non-dairy puddings) may be prepared in a kitchen which has not been assessed by Bristol City council.  Any preparation of high risk food (meat, rice and dairy products) away from the CC premises must be on BCC approved premises (the CC health and safety coordinator will advise).

3. Bring & share events
Unless preparation of the food is in the home of someone who is already registered with the church, and has completed a registration form, food cannot be brought for general consumption. Once risk has been assessed, members of the congregation may make food at home – depending on what they are preparing and whether their home is in need of a BCC check – this will be determined by the health and safety coordinator.   Food can no longer be requested generally through the notices, but volunteers should be asked to register.  Low-risk shop-bought foods may be requested, but care should be taken in their storage and transport.  Picnics cannot be advertised as bring and share people should be encouraged to bring their own food to these events. 
4. Having puddings and cakes at an event
Non-dairy puddings and cakes can be provided by members of the congregation who are registered with CC. Dairy puddings and cakes can only be cooked in the kitchen of someone who has been registered with the council and had their kitchen inspected, as they are deemed “high risk”. All those serving food at any events should be made aware of the “Essentials of food hygiene”.

5. Breakfast run
The food for the breakfast run should be prepared in the church kitchen. Each week there should be a designated team leader, responsible for the kitchen and food preparation. Any members of the team wishing to cook at home for the breakfast run must undergo a kitchen inspection and be registered with the council before this will be authorised. 

6.  BBQ’s

The advice from BCC is that, although higher risk than other events, BBQs can take place as long as the following guidelines to reduce and control the risks are adhered to.

· Chicken is a very high risk food – please do not BBQ chicken from raw, but rather cook in the oven first.

· Different tongs and handling equipment must be used for raw and cooked food.

· Transportation of food to a BBQ is very difficult to control; group leaders must ask people who are bringing food to make sure they do not leave meat unrefrigerated for any length of time and offer church fridges if necessary.

· Raw and cooked food must be kept separately.

· There must be a designated catering team leader involved in the BBQ.  This person should have a food hygiene certificate.

7.  Events in the homes of church members

Homegroups or other small groups who choose to eat together informally are outside of the limits of this policy.  Any church event (ie an event which is publicised) at which food is served and is held within someone’s home should be referred to the Health and Safety coordinator who will give guidance.  This approach is taken with meals which are offered in church staff member’s homes – either purely social or “business” meals.
8.  Weddings/Funerals or Baptisms at which refreshments are offered 

The people organizing the event will be charged by the church to use the kitchen or other equipment, but the liability is with the caterers, and event organizers, not with the church or its members.

Appendix 2
The Essentials of Food Hygiene

· Tell the team leader, before commencing work, of any skin, nose, throat, stomach or bowel trouble or infected wound. You are breaking the law if you do not.

· Keep yourself clean and wear clean clothing

· Always wash your hands thoroughly:-

· Before starting work

· Before handling food

· After handling raw foods or waste

· After every break

· After using the toilet

· After coughing, sneezing or blowing your nose

· Ensure cuts and sores are covered with a waterproof, high visibility dressing.

· Avoid unnecessary handling of food.

· Do not smoke, eat or drink in a food room and never cough or sneeze over food.

· If you see something wrong, tell your team leader.

· Do not prepare food too far in advance of service.

· Keep perishable food either refrigerated or piping hot.

· Keep the preparation of raw and cooked food strictly separate.

· When reheating food ensure that it is hot throughout.
· Clean as you go. Keep all equipment and surfaces clean.
· Follow any food safety instructions either on food packaging or from your team leader.
Appendix 3
Food types
This is not a definitive list, but we have attempted to provide some guidelines of low and high risk foods…
High risk dairy products 
Uncooked Cream and raw eggs are high risk dairy products, and typically might be found in cream cakes, the tops of puddings like trifle or chocolate mousse.  We would expect dishes including raw eggs to be avoided completely (like some chocolate mousses).  Butter, cream cheeses and milk could be classed as higher risk, but are obviously low risk as long as they are suitably refrigerated and used within date (see below).  Any “uncooked” use of these ingredients may mean that food is high risk (cream cakes, mousses, milk puddings for example), and they should be stored and handled appropriately.  
Low risk dairy products

Most of the higher risk dairy products become low risk as long as they are suitably handled and stored and then cooked.  So for example, a sponge cake including cooked eggs, a cheesecake with cream cheese which has been cooked or flapjacks made using butter would all be low risk.  Milk which has been stored properly and is in date and used for drinks, is a low risk item.  Hard cheeses, and butter stored in a suitable manner would be low risk.  
High Risk General Foods

Raw meat, rice, raw fish and dairy products are the main high risk foods.  At Christ Church, we ought to be particularly vigilant when handling uncooked meat (especially chicken), BBQ foods and the cooking of rice.  Rice should not be reheated.

Low Risk General Foods

Most dry foodstuffs would be seen as low risk.  Most tinned food, vegetables, fruit and breaded items would be usually low risk.  

Shop-bought food

Not all shop-bought food is low risk (although in the event of any food being contaminated at the point of purchase, the liability does lie with the supermarket).  Most importantly with ready-made shop bought food, is how it is stored and transported.  Special attention should be paid to high risk foods (puddings which have cream on top for example) and those providing such food should be clear on the safest way to get the item from the shop to the event.
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