
Section 2-6: Monitoring and Record Keeping Summary
Central Warehouse

NOTE:  All monitoring forms are required unless the school district submits an alternate form with corresponding instructions and rationale for the alternate form to the Regional Nutrition Consultant for approval. The Consultant will approve alternate forms on a case-by-case basis. Approval must be received in writing from the Nutrition Consultant before the alternate forms can be used.
Monitoring tracks how well managers and employees are implementing the HACCP plan. It also helps determine if the standards outlined in Section 2-4: Prerequisite Programs and Section 2-5: Safe Food Handling Practices are met.
The first step is to determine who will be responsible for monitoring and where records will be kept. Record this information in following table. 
Daily, Weekly, Monthly, and Annual Monitoring Forms
	MONITORING FORMS
	RESPONSIBLE PERSON(S)1
	STORAGE LOCATION 2
	HOW LONG TO KEEP 3

	Daily – Warehouse Assessment
	
	
	Three years

	Daily – Refrigerator Assessment(s)
	
	
	Three years

	Daily – Freezer Assessment(s)
	
	
	Three years

	Daily – Dry Storage Assessment(s)
	
	
	Three years

	Monthly -- Series of four inspection sheets4
	
	
	Three years

	Monthly -- Pest Control
	
	
	Three years

	Annual -- Operation Assessment
	
	
	Three years

	Annual - Employee Health Policy Agreements
	Manager or Person in Charge (PIC)
	With Section 2-7: Continuing Education & Professional Development
	Three years


1 
In many warehouse operations, the person responsible for monitoring will be the Food Safety Team Leader.  However, it is highly recommended that the Food Safety Team Leader delegate monitoring tasks to other employees in the facility.

2 Storage location must be the specific place the official records can be found – black filing cabinet second drawer, bottom drawer of manager’s desk, or Section 2-6 of HACCP plan, etc.
3
All Child Nutrition Program information must be kept for at least 3 years plus the current year. If your SFA requires that forms are kept longer, follow your local procedure.

4
The monthly inspections include a series of four forms.  One form is to be completed each week. The Child Nutrition Administrator and/or the Food Safety Team Leader should decide when to complete these forms.

As Needed Monitoring Forms

Some standards do not have a scheduled monitoring frequency and so are monitored “As needed.”  Even so, it is still necessary to check whether or not the standard is being met.  Nearly all of the standards that are monitored “As needed” are recorded on other forms that you are currently using in your operation.  Here is a list of the other forms on which standards that are monitored on an “As needed” basis would be recorded.  Please complete the following table.

	MONITORING FORMS
	RESPONSIBLE PERSON(S)1
	STORAGE LOCATION 2 
	HOW LONG TO KEEP 3

	Employee Illness Log
	Manager or Person in Charge (PIC)
	
	Three years

	Reports from the health department for food or conditional employees diagnosed with foodborne illness4
	
	
	Three years

	Food Safety Checklist for New Employees5
	
	With Section 2-7: Continuing Education & Professional Development
	Until no longer employed

	Pest Control Reports from PMP6
	
	
	Three years

	Purchasing and Receiving Delivery Invoices/Delivery Tickets
	
	
	Three years


1 
In many school foodservice operations, the responsible person for monitoring will be the Food Safety Team Leader.  However, the Food Safety Team Leader has the option of delegating this task to another employee in the facility.

2 Storage location must be the specific place the record can be found – black filing cabinet second drawer, bottom drawer of manager’s desk, or Section 2-9 of HACCP plan, etc.
3
All Child Nutrition Program information must be kept for at least 3 years plus the current year. If your SFA requires that forms are kept longer, follow your local procedure.

4 
Information that is shared by the health department about individual employees health must not be shared with any employees as this would be a violation of one’s right for privacy.  Site managers are only allowed to share this information with their immediate supervisor, such as the Area Supervisor or Child Nutrition Director.

5 
Checklists for substitute employees may be kept at the SFA central office. If so, file a list of approved subs and the date that the employee checklist was completed in the Continuing Education and Professional Development section.
6 In some locations, the Child Nutrition Administrator or Maintenance Supervisor will keep these records, if so note the responsible person and cite the location of the office.
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