
Section 2-9: Continuing Education and Professional Development
Continuing education is an important part of the HACCP plan. Continuing education should include an overview of specific safe food handling procedures, prerequisite programs, and monitoring procedures.  Employees should also be aware of the hazards communication program, such as proper handling of chemicals and the location of Material Safety Data Sheets (MSDS). Hazards communications continuing education can be included as part of new employee orientation, during scheduled food safety continuing education, or during a separate hazards communications continuing education.

File the following continuing education documentation in this Section 2-9: Continuing Education and Professional Development.

1. Employee Health Policy Continuing Education (refer to Appendix A in section 2-4 Prerequisite Programs) -- File in this section of your binder the following items:
· Copies of the signed Employee Health Policy Agreement
2. Food Safety Checklist for New Employees (refer to Handout 1 in section 2-4: Prerequisite Programs).
Continuing education should begin immediately when new employees are hired. Orientation is a process of teaching new employees about what is expected of them on the job. It is important to include food safety in the orientation of all new employees. The manager/supervisor must complete a Food Safety Checklist for New Employees (Handout 1 in the Section 2-4: Prerequisite Programs) for all new employees. The checklist is to be reviewed and signed by both the new employee and their manager/supervisor; File the completed New Employee checklist in this section 2-9: Continuing Education. This checklist must be kept on file until the employee is no longer employed in your operation. However, it is permissible, and certainly advisable, to use the checklist as an annual reminder of good food safety practices with returning employees.

Whoever hires a substitute, or their designee, should complete and maintain the Food Safety Checklist for New Employees. This person should also create a "Substitutes List", which includes the name of all substitutes and their contact information. On the list include a column labeled "HACCP" and put a "YES" next to the substitute's names. This means that the Central Office has the required checklist on file in the Central Office. The "Substitute's List" is given to all site managers to file in the HACCP Section 2-9 Continuing education. If the substitute does not have a "YES" by their name, the manager and the substitute complete the "Food Safety Checklist for New Employees" and send a copy to the Central Office. The Central Office then updates the "Substitute's List" for the next time that the information is distributed.

3. Employee Food Safety continuing education(s); Refer to http://childnutrition.ncpublicschools.gov/information-resources/haccp-food-safety/commercial-kitchen/commercial-kitchen/training-aids for ready to use resources.
File in this section of your binder the following items:

· Name of the food safety continuing education
· A copy of the continuing education agenda and dates continuing education held

· Name of the instructor

· A list of employees who attended the continuing education 

· A copy of the certificate if the continuing education was a certification course

4. Hazard Communications Continuing education(s) (if provided) -- File in this section of your binder the following items:

· Name of the continuing education
· A copy of the continuing education agenda and dates continuing education held

· Name of the instructor

· A list of employees who attended the continuing education 

5. Pesticide / Pest Management Continuing education(s) (if provided) -- File in this section of your binder the following items:

· Name of the continuing education
· A copy of the continuing education agenda and dates continuing education held

· Name of the instructor

· A list of  employees who attended the continuing education 


 FOOD SAFETY AND HACCP CONTINUING EDUCATION REPORT

Complete this report (or equivalent) for all Food Safety / HACCP related continuing education and File in Section 2-9: Continuing Education and Professional Development
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Insert current copies of the signed Employee Health Policy Agreements behind this page. 
Insert Food Safety Checklists for New Employees behind this page.

If the checklists are used as a refresher for returning employees, file those here also.

Refer to Section 2-4: Prerequisite Programs, Handout 1 for copy of the checklist.

Insert the substitute list behind this page. Include:

· Name

· Contact Info

· HACCP check 
Approved Substitute Employee List

New Employee Food Safety Checklist for substitute employees are on file at__________________________________________.
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