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PURPOSE: Prevent contamination of food by school nutrition employees.
SCOPE: This procedure applies to employees who handle, prepare, or serve food.
KEY WORDS: Personal Hygiene, Cross-Contamination, Contamination
INSTRUCTIONS:
1. Train employees responsible for handling, preparing, and serving food to follow good personal hygiene practices as described in this SOP. 
2. Follow State or local health department requirements.
3. Follow the school’s employee health policy. 
4. Report to work in good health, clean, and dressed in clean attire following specified dress code (i.e., shirt with sleeves, non-slip, close-toed shoes) or uniform.
5. Report any illnesses or symptoms to your manager.
· Employees are required to report the following symptoms: 
· Vomiting
· Diarrhea
· Jaundice
· Sore throat with fever
· Infected wound on hand or arm
· Diagnosis of foodborne illness
· Norovirus
· Shigella
· E. coli
· Salmonella
· Salmonella Typhi
· Hepatitis A
· Exposure to foodborne illness
6. Change apron when:  
· It becomes soiled 
· Before working with ready-to-eat (RTE) foods 
· Before handling clean dishware or equipment
· Before making allergen-free food
· Leaving food production or service areas
Do not wear apron into restroom. 
7. Wash hands properly, frequently, and at the appropriate times. 
· Refer to Washing Hand (Sample SOP).
8. Keep fingernails trimmed, filed, and maintained.
9. Do not wear artificial fingernails or fingernail polish to prevent a physical contamination of food.
· If artificial fingernails or fingernail polish are allowed by State and local regulations and school district policies, single-use gloves must be worn.
10. Do not wear any jewelry except for a plain ring such as a wedding band to prevent a physical and biological contamination of food and personal injury to the employee. 
· If a food worker wears a medical alert or medical information bracelet, the School Food Authority (SFA) and the employee should work together to identify an acceptable alternative to a bracelet. For example, the medical alert information could be worn as a necklace or anklet to provide the necessary medical information without posing a risk to food.
11. Treat and bandage wounds and sores immediately. When hands are bandaged, single-use gloves must be worn. 
12. Cover a lesion containing pus with a bandage. If the lesion is on a hand or wrist, cover with an impermeable cover such as a finger cot or stall and a single-use glove. Show a supervisor any lesion before working.
13. Eat, drink, or chew gum only in designated break areas where food or food contact surfaces may not become contaminated. If allowed by State and local regulations and school district policies, covered cups with a straw can be used in food production and service areas if stored below food.
14. Taste food the correct way:
a. Place a small amount of food into a separate container. 
b. Step away from exposed food and food contact surfaces. 
c. Use a teaspoon to taste the food. Remove the used teaspoon and container to the dish room. Never reuse a spoon that has already been used for tasting. 
d. Wash hands immediately.
15. Wear suitable and effective hair and beard restraints while in food production and service areas and while handling clean equipment and dishes.  
· Anyone entering nutrition program areas is required to wear a hair restraint. 
· Hair and beard restraints are not required for staff who only handle wrapped or packaged food such as an employee delivering Breakfast-in-the-Classroom. 
MONITORING:
· The kitchen supervisor will inspect employees when they report to work to be sure that each employee is following this SOP. 
· The kitchen supervisor will monitor that all school nutrition employees are adhering to the personal hygiene policy during all hours of operation.
CORRECTIVE ACTION:
· Retrain any school nutrition employee found not following the procedures in this SOP. 
· Discard affected food.
VERIFICATION AND RECORD KEEPING:
School nutrition employee will:
· Record any discarded food on the Damaged or Discarded Product Log.
School nutrition manager will:
· Verify that employees are following this SOP by visually observing the staff during all hours of operation. 
· Complete the Food Safety Checklist periodically. 
· Keep the Food Safety Checklist and Damaged or Discarded Product Logs for three years plus the current school year, or as directed by your State agency.
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