Food Safety Guidance for Societies and Sports Teams
Background
SOAS SU has a duty to identify and assess risks to its members and anyone else who may be affected by their activities. This guidance aims to ensure that all provisions of food is safe, compliant with legislation and that risks related to food distribution are identified and mitigated. This guidance applies irrespective of whether the food is being distributed for profit. 
This guidance does not apply to food that is only for personal consumption. 
The aim of this guidance is to:
· Ensure that service users benefit from having food provided for them that is of high quality, 
· Ensure that food is stored prepared and cooked in a safe manner to protect service users from illness or harm.
· Ensure that those with special dietary needs are supported · 
· Protect service users from food-related illness and allergic reactions or illness

Process for having food at your event:
1. If you wish to provide external catering or baked goods you shall need to identify this when you submit ‘Your Event Information’ From. 
2. You shall need to identify what category your food falls under from the table below and provide evidence of any requirements. 
3. This request will be reviewed in line with the Room Booking Procedure.
4. [bookmark: _Int_uRM3qipq]If you are only provided pre-packaged food, you do not need to submit a request.

	Category
	Description
	Requirements
	Where this food can be consumed

	Pre-packaged Food
	This includes pre-packaged food which does not need to be heated, and where the original packaging is retained.
 
	1. Adherence to food safety guidance within your risk assessment.

	JCR
Ambedkar

	Baked Goods and Potlucks
	This includes food items prepared by the society/sports team and consumed by their members, or members of the SOAS community.

	2. A committee member who has undertaken SOAS SU Food Safety Training shall need to supervise the preparation, storage and consumption. 
3. Adherence to food safety guidance within your risk assessment
It is the responsibility of the organiser to ensure this information is available in one of the above methods prior to the food becoming available for guest consumption.

	JCR
Ambedkar

	Takeaways
	This includes food items that have been prepared off-site by a reputable food business to be consumed on-site at the time of delivery in the form of individual meals.

This does not include items that :
· Are stored for later consumption, 
· Displayed in a buffet manner, kept warm in a hot hold or other device. Removed from their containers and served in other dishes. 
· Delivered in separate ingredient components and mixed together to make the dish
	1. Adherence to food safety guidance within your risk assessment. It is the organiser’s responsibility to ensure the food is handled correctly between receipt of delivery and service.

2. Evidence of the food business’s adherence to Food Safety by providing the following documentation: 
i. Food Safety Registration and minimal 4-star hygiene rating. This can be found by looking up the company on https://www.scoresonthedoors.org.uk/
ii. Full details of the menu and allergen contents must be available either via their menu on-line or on the delivered products which is available during the event 
Most of this information can be found on their listing on Uber Eats, Deliveroo or another reputable platform that required the business to provide relevant documentation in order to sell on their platform; 

It is the responsibility of the organiser to ensure this information is available in one of the above methods prior to the food becoming available for guest consumption.

	JCR 
Ambedkar


	External Catering
	This includes food items that have been prepared off-site by a reputable food business and where it will be served on-site either buffet style or seated, either by the Organiser’s team or the external caterer’s staff.

This may be cold food or food kept hot in chafing dishes/Urns/hot holds.


	1. A committee member who has undertaken SOAS SU Food Safety Training shall need to supervise the storage and consumption.
2. Adherence to food safety guidance within your risk assessment
3. Evidence of the food businesses Food Safety Registration, Insurance etc, which shall include the following documentation:
a. Food Safety Registration and minimal 4-star hygiene rating
b. Public liability insurance with a minimum of £2million cover 
c. Risk assessment and HACCP assessment for the delivery of the food provision
d. Full details of the menu and allergen contents
4. Where external electrical items are being brough on-site the following will also be required:
a. Fire risk assessment and fire equipment provision.
b. PAT certification for portable electrical equipment
c. Trip hazard risk assessment
d. An agreement that all rubbish and serving equipment will be removed from site in a timely manner in agreement with the relevant room’s booking policy.

5. Where the food will be served by the external caterer’s staff -Training records of staff and approved status for working - fit to work health checks

It is the responsibility of the organiser to ensure this information is available in one of the above methods prior to the food becoming available for guest consumption.


	JCR 
Ambedkar


	University Catering
	This includes food items that have been prepared by the University’s catering team
	1. Adherence to food safety guidance within your risk assessment
2. Ordered through the University’s Catering Team

It is the responsibility of the organiser to ensure this information is available in one of the above methods prior to the food becoming available for guest consumption.

	University Rooms




Training
The Students’ Union will ensure that all Committee members receive a copy of this guidance, and it shall be available on the Students’ Union website for review. 
It is important that Societies and Sports Teams who intend to prepare homemade goods are specifically aware of their responsibilities surrounding preparing, storing and serving food. The Students’ Union will conduct Food Safety training annually. Only Societies and Sports Team Committee Members who have undertaken this training may supervise the preparation, storage and consumption of home cooked foods. This training shall include information of your duties, hygiene, food allergy and intolerance, safe transport of food, cross-contamination
Personal Hygiene
All staff and volunteers are responsible for their personal hygiene and ensure that it is maintained and suitable for a food preparation environment.
All staff that use and work within a food environment must adhere to the following regulations:
· Long hair must be tied back and secured off the face
· Perfume, after shaves and deodorants are to be kept to a minimum so as not to cross contaminate foods with a chemical odour
· False nails and/or nail varnish is not permitted in a food prep environment
· All cuts, abrasions and grazes must be covered with a waterproof coloured plaster 
· All staff must wash their hands on arrival into the food area and regularly throughout service, after handling food, after handling waste, after touching face etc - please see section below on hand washing 
· Jewellery worn by food operators is to be kept to a minimum - a watch, a wedding band and a small pair of stud earrings only. Any facial piercings must be covered with a coloured plaster.
· All staff to report illness to their line manager / direct report and must not enter the kitchen / food area if feeling unwell 
· Staff suffering from sickness or diarrhoea are not permitted to return to work for 48 hours after the last symptom experienced.
· Smoking is not permitted in or around any of our outltes or in the PPE/uniform outside
Effective Hand Washing 
Food preparation areas should have an identified “Hand Wash Only” sink that can be used for the purpose of handwashing only. This sink needs to have the following items to ensure that effective hand washing can be completed and meets with the legislative requirements:
· Hot and cold running water
· Soap (should be food safety compliant and not domestic hand wash soap)
· Paper towels and disposal bin
Food operators should use the 7 step process to hand washing to ensure that hands are thoroughly cleaned and safe for the handling of foods and prevention of cross contamination. 
The 7 step process is as follows:
1. Wet your hands with water.
2. Apply enough soap to cover your hands.
3. Rub your hands together.
4. Use 1 hand to rub the back of the other hand and clean in between the fingers. ...
5. Rub your hands together and clean in between your fingers.
6. Rub the back of your fingers against your palms.
7. Rub your thumb using your other hand.
Hands should then be dried using a disposable towel or electric hand dryer where available. 
When to wash your hands?
Food operators and persons using the food areas should wash their hands:
· When entering the kitchen e.g. at the start of the day, after a break or going to the toilet.
· Before touching or handling any food, especially ready-to-eat food and after touching raw meat, poultry, fish, eggs or unwashed vegetables
· After touching or emptying bins.
· After any cleaning or using any cleaning chemicals
· After touching a cut or changing a dressing
· After touching items such as phones, light switches and door handles
Where disposable gloves are being used within the operation, they should never be used as an alternative to effective handwashing. When using disposable gloves make sure you: 
• Wash your hands thoroughly before putting them on and after taking them off. 
• Always change them regularly, especially between handling raw food and ready-to-eat food. 
• Throw them away after use or if damaged. Hygienic hand rubs and gels can be useful when used as an additional precaution, but should never be used as a replacement for effective handwashing.

Safe Transport of Food
In order to ensure the full safety of the food and as this is not being supplied by a trade supplier that does so under  compliant and restricted conditions, the following procedures should be always followed and adhered to 
· Food collected from the supermarket and delivered back to the required location within 30 minutes under the prescribed conditions.
· Ambient / dry food to be packed in bags and transported to the required location, please ensure that all packaging is intact and there is no damage to packaging
· Refrigerated foods must be packed into a cool box/ Thermos travel box with ice packs and ensure that on delivery and storage at the required location the temperature of the food is no higher than 8*
· Frozen foods must be packed into a cool box/ Thermos travel box with ice packs and ensure that on delivery and storage at the required location the temperature of the food is no higher than -15*
Where food is prepared and taken out with service users, residents and staff for a day trip then the food should be prepared, wrapped and labelled to ensure that the product is identified, allergen content identified and transported within thermos travel boxes.
Please note that any food that does not travel in the right conditions or meet the temperature requirements should be disposed of.
External Caterers
Where an external caterer is used within the locations and units belonging to and under the management of SOAS, the caterers need to be on an approved central list whereby checks have been completed and there is knowledge and trust in the safe delivery of food in SOAS premises.
The approved list is to be held and managed by the Management Team and shared with relevant persons of responsibility. At no point should a caterer be used that is not part of the approved supplier list, if you should require a supplier to be added to the list they should contact the CEO or representative there of for approval.
For approval as an external catering supplier onsite the supplier must provide and evidence the following criteria:
· Food Safety Registration and minimal 4-star hygiene rating
· Public liability insurance with a minimum of £5 million cover 
· Risk assessment and HACCP assessment for the delivery (and service where applicable) of the food prevision
· Full details of the menu and allergen contents
· Training records of relevant staff 
· PAT certification for portable electrical equipment 
All documentation received from the supplier is to be filed and saved for 12 months and then resubmitted on request to remain on the approved supplier list, supplier must inform SOAS of any changes in their service and provide menu and allergen information each and every time of attendance.
The supplier must also sign a disclaimer with SOAS that removes SOAS from any responsibility in the result of any illness or harm coming to any consumer of the supplier's food. 
A due diligence pack of the set of forms and paper work required will be compiled and the SOAS team will commit to keeping this pack updated oin line with current legislation.
Allergens and dietary requirements must be available at the point the food is distributed.

Allergen Management 
The Food Information Regulations 2014 (FIR) and Regulation (EU) No 1169/2011 control how food businesses must legally give information to their customers about the food they produce, sell and serve and the way this information is provided.
This legislation would apply to the service users, visitors and residents and they would be classed as the “customer” under this legislation and it is therefore essential that allergen information for all produce is stored, maintained and communicated to all.
Staff must have the ability to look at and communicate the information to the “customer” and the “customer” must provide known allergen information on arrival at the centre and inform as and when anything changes. Likewise the staff must be aware of ingredient changes and be able to convey and communicate these to the service users using the designated allergen policy and procedure located in the purple folder.
For cereals containing gluten, when recording allergens, it must be identified which cereal is contained as people have different allergies and recording GLUTEN as a generic allergen is not acceptable. Likewise, tree nuts must be distinguished as to what type of nut it contains as people suffer allergies from different nuts so should be made aware of the different varieties contained within.
Not Acceptable
Contains Cereals containing gluten, contains gluten, contains nuts
Acceptable 
Contains barley, contains oats, contains wheat, contains maize, contains cashew nuts, contains almonds, contains walnuts etc.

It is important that information about allergens and dietary requirements is available at the point of distribution. 
We ask that you identify the following allergens when distributing food:
1. Celery
2. Cereals containing gluten
3. Crustaceans
4. Eggs
5. Fish
6. Lupin
7. Milk
8. Molluscs
9. Mustard
10. Nuts
11. Peanuts
12. Sesame seeds
13. Soya
14. Sulphur Dioxide
You may wish to use this document to identify known allergens.
We also ask that you identity the following dietary requirements:
· milk & lactose free
· gluten and wheat free
· Preservatives free
· Caffeine free
· Kosher
· Halal
· Vegetarian and vegan
· Pescatarian
Baked Good
Societies and Sports Clubs may only provide homemade baked goods such as cakes, muffins and biscuits. 
The Food Standards Agency has provided the following information about providing such goods at events:
1. Use recipes from reputable sources;
2. Always wash your hands before preparing food;
3. Make sure that surfaces, bowls, utensils, and any other equipment are clean;
4. Don't use raw eggs in anything that won't be thoroughly cooked, such as icing or mousse;
5. Keep cheesecakes and any cakes or desserts containing fresh cream in the fridge;
6. Store cakes in a clean, sealable container, away from raw foods;
7. Transport cakes in a clean, sealable container;
8. Make sure that cheesecake and any cakes or desserts containing fresh cream are left; out of the fridge for the shortest time possible, ideally not longer than 4 hours;
9. When handling cakes use tongs or a cake slice.
You can view further guidance from the Food Standards Authority here.
Allergens and dietary requirements must be available at the point the food is distributed.
Food Storage
To ensure full safety and reduction in risk, food prepared and cooked for service within the units, whether by staff or residents / service users should be dated and used within 3 days including the day of preparation, so for example if something was prepared on Monday it must be used by Wednesday or disposed of. This is known as the 3-day rule and should be followed for all prepared, cooked food once opened / cooked.
Food stored in a freezer, if pre-packaged should be stored and used as per the packaging details and dates, food cooked / prepared in house should be fully wrapped and labelled and a date applied to use within one month of putting it into the freezer.
Where a container has been used for storage, once the food has been used, the container needs to be washed thoroughly and the label completely removed, under no circumstances should labels be applied over a previous one or out of date label. When labelling food for storage, the label needs to contain the following information:
· Name of the produce
· Date put into refrigerator or freezer AND use by date
· Name of person packing the product
· Allergens contained within the product
So for example the label would look similar to the below:

	Shepherds Pie
	Frozen on 10/6/22 Use by 09/07/22

	Packed by - Jo Barton
	Contains gluten:(wheat), celeriac, soya, and mustard



Where food is stored within a refrigerator, then the food should be stored in the correct manner and to ensure that the risk of cross contamination is minimised.
As the outlets and locations are generally using domestic refrigeration units, please see the below for order of storage:
Upper shelves
Foods that don’t need cooking, such as deli meats and leftovers.
Lower/middle shelves
Dairy such as milks, cheeses, yoghurt and butter.
Vegetables, salad item and fruit must be washed prior to storing to remove any dir

Bottom shelf
This is the coldest part of your fridge, and where wrapped raw meat and fish should be kept. Placing raw food on the bottom shelf also minimises the risk of cross-contamination.
Drawers
Vegetables, salads and fruit should be stored in their original packaging in the salad drawer where they will be enclosed. This is also a good place to store herbs, as they can’t get frozen to the back of the fridge

Effective Cleaning
Effective cleaning is essential to get rid of harmful bacteria and stop them spreading. Cleaning is also important to discourage pest activity.
Cleaning and disinfection needs to be carried out in two stages and this is known and referred to as Two Stage Cleaning and should be the process used for all food preparation and service areas.
Cleaning and disinfection needs to be carried out in two stages: 
1. Clean: Using either hot, soapy water or a cleaning product (such as a sanitiser), remove visible dirt, grease and debris from surfaces/ equipment and wipe off or rinse. 
2. Disinfect: Following the manufacturer’s instructions, apply a disinfectant (such as a sanitiser) all over the surfaces/equipment and leave it on for the required contact time.
Chemical disinfectants only work if surfaces have been thoroughly cleaned first to remove grease and other dirt otherwise, they are ineffective.
Manufacturer’s instructions/BS EN standards: When using disinfectants or sanitisers, always follow the manufacturer’s instructions on the label. These instructions should tell you how to correctly dilute the product and how long you need to leave the product on the surface/ equipment for harmful bacteria to be reduced to safe levels. Sanitisers and disinfectants should meet relevant standards, either BS EN 1276 or BS EN 13697.
It is very important to thoroughly clean and disinfect surfaces and equipment after use for raw food, and before preparing ready-to-eat foods. This will help prevent harmful bacteria spreading from raw food on to ready-to-eat food. 
Regularly wash/wipe and disinfect all the items people touch frequently, such as work surfaces, sinks, taps, door handles, switches, can openers, cash registers, telephones and scales. This will help prevent dirt and bacteria being spread to people’s hands and then to food or other areas. Drying naturally helps prevent bacteria being spread back to these items on a towel/cloth used for drying.
Clean and disinfect fridges regularly at a time when they do not contain much food. Transfer food to another fridge or a safe cold area and keep it covered.To clean a fridge thoroughly, you should take out all the food and keep it cold somewhere else. If food is left out at room temperature, bacteria could grow.
Ideally use a dishwasher. Do not overload the dishwasher and make sure it is maintained and serviced regularly. If you do not have a dishwasher, wash plates, equipment, etc, in hot soapy water using bactericidal detergent. Ideally, separate sinks should be used for washing up equipment used for raw foods and equipment used for ready to eat foods. If you have to use the same sink, the water must be changed and the sink (including all taps/fittings) must be thoroughly cleaned and disinfected using a two stage clean between uses. Dishwashers wash items thoroughly at a high temperature so this is a good way to clean equipment and kill bacteria (disinfect) and remove allergens. If you overload the dishwasher, it may not wash effectively. Cleaning and disinfecting is important to prevent bacteria spreading from raw to ready-to-eat food.
Items that do not touch food are not as high a priority but they should still be cleaned effectively. Examples include dry storage areas and floors. Take care when cleaning floors so other surfaces are not contaminated by splashing. For equipment or areas that are hard to clean, you may wish to employ a contract cleaner. This prevents dirt and bacteria building up in the kitchen. It also removes any food which has fallen on the floor, which can attract pests e.g. mice and cockroaches. Contract cleaners have special equipment and experience of more difficult cleaning.
Cleaning of the space and equipment must be recorded that it has been completed and by whom each day and this cleaning checked and approved by a person of responsibility. See example sheets in the due diligence pack.
Colour Coding of cleaning cloths 
To ensure that there is no cross contamination across the location, the food preparation and service area should use a different colour cloth to that used in other areas and these cloths should ONLY be used in the food areas. It is recommended that BLUE cloths are used in a food service area.
All cloths used should either be disposable or washed at a high temperature after each day.
COSHH - Care of Substances Hazardous to Health
As the food areas are using chemicals, there needs to be precautions not only to the health and safety of the users but also to the risk of cross contamination of foods in a food environment. 
All chemicals used must be approved for use in a food environment and should be purchased from a reputable supplier rather than domestic products from the supermarket.
All chemicals used must have a data sheet supplied that explains the safe use of the chemical, dilution rates and what to do in the case of an emergency or reaction to the chemical by the user All persons using the chemicals must have training in the safe use and relevant PPE to use with the chemicals before using and this training needs to be signed as completed and saved on record with all other due diligence records in date order.



Useful Links
Below are useful links and points of reference that can be accessed for use within a food operation
https://www.food.gov.uk/
· For all news updates and alerts
· General food safety information
· Free staff training 
https://www.legislation.gov.uk/ukpga/1990/16/contents
· For all food safety legislation - Food Safety Act 1990
https://www.legislation.gov.uk/uksi/2014/1855/pdfs/uksi_20141855_en.pdf
· For Allergen legislation 2014 information
