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13 Words that define and 

Signify—FIRE & EMERGENCY
Definition of Fire 

‘a process in which substances combine chemically with oxy-
gen TO CAUSE combustion or burning.  

Definition of Emergency 
‘a serious, unexpected, and often dangerous situation requir-

ing immediate action ‘ 
‘Such as: 
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FOOD MANAGEMENT AND HYGIENE 
 
 

FOOD, MEALS AND MEALTIMES 
General Principles 
 
Residents regard the food they are given as one of the most important factors in determining their quality of life. It is 
important in maintaining their health and wellbeing. Failure to eat – through physical inability, depression, or 
because the food is inadequate or unappetising – can lead to malnutrition with serious consequences for health. 
Care staff should monitor the individual resident’s food intake in as discreet and unregimented a way as possible. 
Care and tact should always be used. The availability, quality and style of presentation of food, along with the way in 
which staff assist residents at mealtimes, are crucial in ensuring residents receive a wholesome, appealing and 
nutritious diet. 
 
The social aspects of food and its preparation, presentation and consumption – are likely to have played a significant 
part in most people’s lives, and it is important that homes make every effort to ensure this remains so for individuals 
once they move into care. While it is recognised that many residents will no longer be able to play an active part in 
preparing food – even snacks and light refreshment – many still want to retain some capacity to do so. In these 
situations, restriction on access to main kitchens because of health and safety considerations may present problems. 
It is important that homes look at alternative ways of maintaining residents’ involvement, for example, by providing 
kitchenettes, organising cooking as part of a range of daily activities – and enabling residents to be involved in laying 
up and clearing the dining rooms if they wish to, before and after mealtimes. Individuals’ food preferences, both 
personal and cultural/religious, are part of their individual identity and must always be observed. 
 
These should be ascertained at the point where an individual is considering moving into the home and the home 
must make it clear whether or not those preferences can be observed. Homes must not make false claims that they 
can properly provide kosher, halal, and vegetarian and other diets if they cannot observe all the requirements 
associated with those diets in terms of purchase, storage, preparation and cooking of the food. 
 
The routines of daily living and activities made available are flexible and varied to suit clients’ expectations, 
preferences and capacities. Clients have the opportunity to exercise their choice in relation to food, meals and 
mealtimes. Clients find the lifestyle experienced in the home matches their expectations and preferences, and 
satisfies their social, cultural, religious and recreational interests and needs. Clients’ interests are recorded and they 
are given opportunities for stimulation through leisure and recreational 
activities in and outside the home which suit their needs, preferences and capacities; particular consideration is 
given to people with dementia and other cognitive impairments, those with visual, hearing or dual sensory 
impairments, those with physical disabilities or learning disabilities. 
 
Up to date information about activities is circulated to all clients in formats suited to their capacities. The registered 
person ensures that clients receive a varied, appealing, wholesome and nutritious diet, which is suited to individual 
assessed and recorded requirements, and that meals are taken in a congenial setting and at flexible times.  
 
Each client is offered three full meals each day (at least one of which must be cooked) at intervals of not more than 
five hours. Hot and cold drinks and snacks are available at all times and offered regularly. A snack meal should be 
offered in the evening and the interval between this and breakfast the following morning should be no more than 12 
hours. Food, including liquefied meals, is presented in a manner which is attractive and appealing in terms of 
texture, flavour, and appearance, in order to maintain appetite and nutrition. Special therapeutic diets/feeds are 
provided when advised by health care and dietetic staff, 
including adequate provision of calcium and vitamin D. Religious or cultural dietary needs are catered for as agreed 
at admission and recorded in the care plan and food for special occasions is available The registered person ensures 
that there is a menu (changed regularly), offering a choice of meals in written or other formats to suit the capacities 
of all clients, which is given, read or explained to clients. 
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FIRE AWARENESS 

Under the Health and Safety at Work Act in regard to fire safety the duties of the employer are to: - 

• Provide a safe environment with adequate facilities and safe conditions- fire extinguishers, blankets, warning
signs, fire doors, telephone, non-flammable materials

• Safe access and egress - adequate fire exits etc
• Information training etc and safe systems - fire training; action to take in the event of a fire, practice fire drills
• Control the use of dangerous substances and safe storage -oxygen cylinders, safe storage, risk assessment on

the package and carers fully informed

Care Standards Act 2000 

Virtually all residential Care premises are required to be registered with the appropriate authority, although registration 
is not required where less than 4 clients are provided for. It is an offence for any person to use premises to which the 
Care Standards Act 2000 applies without being registered with the appropriate authority. Fire officers have no legal 
powers under the legislation. However the registration authorities normally request the fire authority to carry out 
inspections to confirm that the fire precautions provided in any establishment are reasonable in the circumstances and 
they may refuse or cancel registration as a result of a fire officer’s adverse report The Home Office Fire department have 
issued a guide called the ‘Green guide’ which set out basic standards for fire safety in residential care premises. It is 
intended both for the guidance of fire authorities and for the information of those responsible for the management or 
the registration of such premises. 

Re-inspection visits - Registered Homes 

Operational personnel will normally carry these out twice each year. The programme should include one full inspection 
and one less formal courtesy visit which might be undertaken when visiting the premises for some other purpose 

Once every 5 years the nominated specialist Fire Prevention Officer will carry out a full inspection 

Staff Fire Instruction 
All staff should be made aware of, and instructed and trained to ensure that they understand the fire precautions 
applicable to the building and the action to be taken in the event of a fire. The aim should be to ensure that all staff 
received instruction practical demonstration and training appropriate to their responsibilities in the event of an 
emergency. 

FIRE LAW 

The Regulatory Reform (Fire Safety) Order 2005 came into effect in October 2006 and replaced over 70 pieces of fire 
safety law. 

The Regulatory Reform (Fire Safety) Order 2005 applies to all non-domestic premises in England and Wales, including 
the common parts of blocks of flats and houses in multiple occupation (HMOs). The law applies to you if you are: 

• responsible for business premises
• an employer or self-employed with business premises
• responsible for a part of a dwelling where that part is solely used for business purposes
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• a charity or voluntary organisation 
• a contractor with a degree of control over any premises 
• providing accommodation for paying guests 

Under the Regulatory Reform (Fire Safety) Order 2005, the responsible person must carry out a fire safety risk 
assessment and implement and maintain a fire management plan. Further information on what you need to do when 
carrying out a risk assessment is available in the 5-step fire risk assessment checklist below. 

In addition, more detailed advice and guidance on the implementation of a fire risk management plan can be found in 
the series of guidance documents available below or on the Business Link website (see link on right). The more technical 
guidance documents have been produced with specific types of business premises in mind. 

If, having completed a fire risk assessment, you need more practical advice or information, you local Fire and Rescue 
Authority may be able to help. You may feel more comfortable employing a fire safety specialist to help you. Companies 
providing fire safety services are listed in local directories. Alternatively you may be able to ask your insurer for a 
recommendation. 

 
 

 
 
 
 
 
What is fire?  
 
For a fire to start, survive and spread, three things are needed: Heat, Fuel and 
Oxygen. This is the classic "fire triangle" as shown in the image on the right. 
You can start a fire by rubbing sticks together - wood is the fuel, the action of 
rubbing generates heat and oxygen is all around us. Fire is defined as "rapid 
oxidation, accompanied by light and heat." Oxidation is simply the reaction of 
anything with oxygen. Remove any one of the three factors from a fire and 
the fire will go out. 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

Starvation 
removal of fuel 

Smothering 
removal of oxygen 

Cooling 
removal of heat 
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What are the main causes of fire? 

• Smoking • Arson 

• Naked lights • Static 

• Machinery • Hot surfaces 

• Spontaneous ignition • Electricity 

 

How does fire spread?  

In many fire situations the fuel is already present and oxygen is present in the air so all that is needed for fire to start 
and spread is for the heat to reach a high enough level for fire.  Heat travels in three ways:  
 

• Conduction: Steel (for example) conducts heat to another part of the building 

• Convection: hot gases rise drawing in fresh air and heating upper surfaces 

• Radiation: heat energy can leap across gaps like the sun 
 
 

 
FIRE FIGHTING EQUIPMENT  

The most common type of fire-fighting equipment is of course the portable fire extinguisher.  Other equipment includes 
fire hose reels and fire blankets. 
 
Fire extinguishers may be used to put out fires of limited size, as long as it is safe to do so.  Such fires are grouped into 
four classes, according to the type of material that is burning. Class A fires include those in which ordinary combustibles 
such as wood, cloth, and paper are burning. Class B fires are those in which flammable liquids, oils, and grease are 
burning. Class C fires are those involving live electrical equipment. Class D fires involve combustible metals such as 
magnesium, potassium, and sodium and so are not of real interest here. Each class of fire requires its own type of fire 
extinguisher.  
 
Class A fire extinguishers are usually water based. Water provides a heat-absorbing (cooling) effect on the burning 
material to extinguish the fire. Stored-pressure extinguishers use air under pressure to expel water. 
 
Class B fires are put out by excluding air, by slowing down the release of flammable vapours, or by interrupting the chain 
reaction of the combustion. Three types of extinguishing agents—carbon dioxide gas, dry chemical, and foam—are used 
for fires involving flammable liquids, greases, and oils. 
 
The extinguishing agent in a Class C fire extinguisher must be electrically non-conductive. Both carbon dioxide and dry 
chemicals can be used in electrical fires. 
 
The following table illustrates the various fire "classes" and the types of extinguishers that should be used in conjunction 
with them. 
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Class of Fire 
 
 

 
 
 

 

   

 
Class A: 
paper,wood, textiles and 
fabrics 

    

 
Class B: 
flammable liquids 
 

    

 
Class C: 
flammable gases 
 

    

 
Live Electrical Hazard: 
electrical equipment  
 

    

 
The Managers provide for minimum fire safety standards where people work, which includes shared areas and means of 
access to the workplace.  Fire precautionary measures are of particular importance of course in Care and Residential 
Homes where clients, some of whom are infirm or even bedridden, are especially vulnerable. 
 
 
 
It is the duty of staff to ensure that residents are conversant with the fire procedure where realistic. 
 
The main headings to the Regulations include: 

1. Risk assessment;  

2. Fire detection and warning;  

3. Means of escape in case of fire;  

4. Provision of fire-fighting equipment;  

5. Planning for the emergency and training staff;  

6. Maintenance and testing of fire safety equipment.  

1. Risk assessment 

To conduct a suitable fire risk assessment in a residential care home the assessor needs to have a degree of fire safety 
competence.  
 
In order to conduct an adequate fire risk assessment the following should be recorded. 

a) Name and location of the Home  

b) Date  
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c) Fire Risk Assessment Area

d) Number of

e) Number of Residents & Persons Employed

i) How many sleep?

ii) Their familiarity with the premises

iii) Their mobility

f) Identification of sources of ignition

g) Location of combustible materials

h) Identification of persons at significant fire risk

i) Identification of physical features which could promote or spread a fire

j) Suitability of fire detection equipment

k) Check how people can get out safely

l) Provision of fire-fighting equipment

m) Knowledge of emergency evacuation procedures in the event of a fire

n) Priority Action Plan following the assessment

o) Name of Fire Risk Assessor

p) Competence of Fire Risk Assessor

2. Fire detection and warning

• Is the installed equipment adequate?

• Consider smoke alarms and heat sensing alarms.

• Are there enough?

• There should be zoned fire detection in larger premises for quick identification of location of fire.

3. Means of escape in case of fire

Once the occupants have been given warning of the existence of a fire they can (with appropriate assistance for 
bedridden and infirm residents) attempt to escape. Assess the means of escape. In particular:  

• Exits - must be free from obstruction, easily opened and clearly marked.  What is on the other side of the exit?  This
too must be free from obstruction so that people can get well away from the building on fire.

• Escape routes - must be free from obstruction and clearly marked.

• Travel distances - escape routes should be so designed that travel distances to a safe exit are kept to the minimum.
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• Internal fire spread - escape routes should be protected - i.e. any doors leading off of escape routes should be at
least 30 minute fire proof so that if a fire starts in a room off of the escape route other residents have at least 30
minutes protected escape.

• Emergency lighting - emergency lighting needs to be provided where sudden loss of light would create a risk.  The
system should provide adequate lighting for a safe escape powered by an independent source for at least one hour.
This applies to nearly every residential care home.  It is a legal requirement for a logged inspection of the
emergency lighting system to be carried out every six months.  Any shortfalls identified by this inspection should
have been rectified immediately.

• Places of special fire risk - the most obvious to many is the kitchen - gas rings, hot fat, etc.  Some may single out the
laundry room.  But consider this.  Fires in these rooms usually start when someone is in attendance.  It is
statistically proven that the source of most serious fires in residential care homes is in residents' rooms.  A
carelessly discarded cigarette.  A portable fire placed too close to clothing or furniture.  What smoking policies are
in place?  Are residents allowed to smoke in their rooms?  If a smoking lounge is provided, how are the cigarette
butts discarded?  Is heat detection installed?  Residents should never be allowed to have portable heaters in their
rooms.

• Mechanical ventilation systems - where provided they should be so designed that they only run for the period for
which they are required - i.e. they should shut off after a set period of time.  are there any open ducts that

4. Provision of fire-fighting equipment

• Are the extinguishers provided appropriate for the type of fire that they may be used on?

• Are they easily accessible?  (Access to them must NEVER be blocked).

• Are there enough?

5. Planning for the emergency and training staff

• Plan for horizontal escape.  Consider the provision of a "safe room" to which residents can be evacuated.  The room
needs to be well protected against fire so that people can stay in it in relative safety until a rescue can be achieved
if needed.

• Plan for vertical escape.  If the room is above ground floor can residents go from it via a protected escape route to
exit?  For those that are infirm or unable to walk, can the fire brigade effectively rescue them?

• When did the last fire drill take place?   Fire drills must be carried out at least every six months.

• Staff should be regularly trained in fire procedures.  Therefore all staff must attend must attend Fire Lectures every
year.

6. Maintenance and testing of fire safety equipment.

• When were they last inspected? Fire extinguishers may go unused for many years, but they must be maintained in a
state of readiness. For this reason, periodic inspection and servicing are required.

FIRE ACTION 
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STAFF FIRE PROCEDURE - IN CASE OF FIRE 

1. In the event of fire it is the first duty of all concerned to prevent injury or loss of life
2. For this purpose, staff should make certain that they are familiar with all means of escape in case of fire. Since there

may be an opportunity in the event of a fire to attack it with the nearest fire extinguisher, staff should be familiar
with how to use them

3. Immediately a member of staff discovers a fire or one is reported, then the ALARM MUST BE SOUNDED by operating
the nearest fire alarm call point. The location of the fire must be reported to the person in charge

4. The person in charge is responsible that the fire service is called on sounding the fire alarm. The fire service should
be called by dialling 999 and give the operator your telephone number and ask for the fire service

When the fire service replies give the call distinctly: (exact address) 

FIRE AT :  
YOUR HOME

YOUR HOUSE NUMBER
YOUR STREET
YOUR TOWN

YOUR POST CODE

Do not replace the receiver until the call has been acknowledged by the fire service and the address repeated to you 
correctly 

1.Immediately after the fire alarm is sounded staff should:

• Ensure that all clients and visitors leave the premises by the nearest escape route available
• Close all doors on evacuation of the premises
• When the persons leaving the premises have been evacuated to the pre-determined assembly point immediately take

account of all present and notify the fire service if any persons are missing and thought to be still in the building 

2. No staff or guests should re-enter the building until a person in authority has given the all clear to do so

DEALING WITH THE FIRE 

• If possible, see that the doors and windows immediately surrounding the fire are closed
• If a persons clothes are on fire wrap a blanket rug or similar article closely around them and lay them on the floor to

prevent the flames reaching the head 
• If electric al appliances are involved, switch off the current before dealing with the fire

FIRE ACTION
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FIRE EQUIPMENT INDUCTION 

ISSUE EXPLAINED DATE AND INITIAL 

FIRE LAW 

FIRE ALARM SYSTEM 

FIRE BOARD 

FIRE LED LIGHTS ABOVE DOORS 

FIRE DOORS 

GEORGIAN WIRE GLASS 

FIRE CEILINGS 

SMOKE DETECTORS 

HEAT DETECTORS 

MEANS OF ESCAPE 

FIRE LOBBY 

SPRINKLER SYSTEM 

RISK ASSESSMENT 

EXTINGUISHERS 

FIRE CERTIFICATE 

EMERGENCY LIGHTING 

FIRE BLANKETS 

BREAK GLASS 

FIRE TESTING 
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Fire Safety Policy and Procedure 

Purpose 

• To comply with statutes, regulations and quality standards.
• The Regulatory Reform (Fire Safety) Order 2005.

Scope 

• All establishments owned or controlled by Meadow Court
• All Service users wherever located
• All employees

Policy 

INTRODUCTION 

• We recognise that fire prevention is an important obligation for all organisations, including ours, and that fire
has the potential to present significant risks to our health and safety (see Fire Safety Guidance).

• It is our policy to:
÷ Assess the risks of fire at our premises and implement appropriate control measures; 
÷ Ensure good housekeeping to minimise the risk of fire; 
÷ Provide means of detection and early-warning in case of fire; 
÷ Inspect and/or test fire safety equipment at appropriate intervals; 
÷ Provide and maintain safe means of escaping from the premises in the event of a fire; 
÷ Maintain all equipment and installations intended for fire-detection and fire-fighting; 
÷ Implement a procedure for the action to be taken in the event of a fire; 
÷ Train and instruct staff in fire safety including the carrying out of fire drills; 
÷ Keep records of all fire safety matters (see Fire Records Section); 
÷ Ensure that all visitors are made aware of the fire precautions and emergency arrangements; 
÷ Identify people with any disability or impairment who may require assistance in the event of a fire; 
÷ Comply with the requirements of the Fire Certificate where one is in force; 
÷ Train staff in assisting Service Users in moving to a safe place. 

Procedure 

General 
• Carry out a fire risk assessment and if appropriate apply for a fire certificate.
• Repeat the fire risk assessment at least once a year, and always when there are significant changes to:
÷ The building; 
÷ The processes carried out within the building; 
÷ The use of the building; 
÷ The number of people accommodated within the building; 
÷ The dependency level of the people accommodated within the building; 
÷ The equipment within the building; 
÷ The level of training and skills, including language skills, of the staff using the building. 
• Identify persons at risk who may need assistance to evacuate or in moving to a safe place.
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• Ensure that there is a method for giving warning of fires and that it can be heard in all areas of the
establishment;

÷ Ensure that the establishment can be evacuated safely in the dark or in the event of a power failure. 
÷ Display fire evacuation notices and ensure that all escape routes and exits are adequately signed. 
• Ensure that all escape routes and exits are free from obstruction and all fire fighting facilities are readily

available. 
• Maintain fire detection, warning systems and installations.
• Train staff, carry out fire drills and keep records.

Actions required prior to Evacuation 
• The Registered Manager or Person in charge to assess the need for evacuation ensuring the safety of Service

Users, visitors and staff. 
• The evacuation plan is reviewed taking into account the evacuation procedures for individuals.
• Staff to be briefed on the reason, method, route and onward plan prior to evacuation.

Actions required during Evacuation 
• The Registered Manager or Person in charge should ensure that a list is available at all times as to the people

who have been evacuated and those still in the building 
• The Service User and staff register to be held by the person in charge.
• Designated personnel should be established to man the external doors in the case of Fire Alarm activation

ensuring that no Service Users leave the premises unaccompanied and that no inappropriate persons are
allowed to enter the premises.

• In the event the emergency services are involved – the lead will be taken from the senior officer on site.

Actions required after evacuation 
• The Registered Manager or Person in Charge should collate all of the information regarding the whereabouts of

the Service Users and staff. Should it be necessary to contact relatives or next of kin, the Registered Manager or 
Person in Charge should ensure that all Service Users are in a specified location before any contact is made. 

• Relatives of Service Users and staff to be contacted and notified of their whereabouts.
• In the event of a full evacuation of the premises, a designated person is to ensure the security of the building

during this time.
• Staff that were not on shift at the time should be notified of the location of the Service Users and what their

location of work will be until it is declared safe to return to the building.
• Notify Social Services and other organisations as necessary with the location of Service Users.
• The CQC is to be notified as per on the Statutory Notification form, of the events leading up to, actions taken

and current situation with regard to the evacuation, this can be done by telephone but must be followed up
with an written notification

Actions required prior to any return to the premises 
• The Registered Manager or Person in Charge is to confirm that the premises are safe to return to having taken

instruction from the emergency services personnel involved. 
• Any transport to return the Service Users and staff to the premises is arranged.
• All areas of the premises to be checked for safety and cleanliness prior to any return.
• Relatives to be contacted and kept informed.
• Contact to be made with Social Services and other organisations advising of the return to premises
• Contact the CQC or use a notification to confirm the premises are safe and Service Users can be returned.
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Arson 
Arson is a serious threat to homes, shops, offices, storage buildings, and hospitals. All buildings are at risk. Much of the 
arson is associated with vandalism and burglaries. If small fires have been started on your own or neighbouring premises 
they could be a warning of worse to come – inform the police and the fire brigade. 

Security: 
÷ Keep the number of entry points to the minimum compatible with safe means of escape in the event that a fire 

breaks out; 
÷ Perimeter fences, walls and gates need to be strong and high enough to keep out intruders; 
÷ Doors and windows must be in good repair and locked when not in use; 
÷ Locks and padlocks must be of good quality; 
÷ Keys must be distributed only to a restricted number of people; 
÷ Gaps under doors must be kept small; 
÷ Letter boxes should have metal containers fitted on the inside; 
÷ Stored material of any kind should be kept away from perimeter walls or fences where it could be set alight. 

Employees: 
÷ Warn staff about the threat from arson; 
÷ They should challenge anyone who should not be on the premises and report any suspicious activities; 
÷ Vet new employees; 
÷ Keep an eye on contractors. 

Visitors: 
÷ Control the access and movement of visitors. 

Fire protection: 
÷ Fixed and portable fire-fighting equipment must be regularly maintained and protected against sabotage 

attempts. 

End-of-day (onset of darkness or night shift) checks: 
÷ Ensure that: 
÷ The building is secured by a named individual at the end of each working day; 
÷ Doors and windows are secure; 
÷ No combustible material is left lying around; 
÷ No unauthorised people are on the premises; 
÷ Alarms are switched on; 
÷ External lighting is switched on; 
÷ Flammable liquids are locked in the proper store. 

Common causes of fire and how to guard against them 

Electricity 
Neglect and misuse of electrical wiring, fittings and equipment can easily cause fires in the workplace. Overheating of 
electrical circuits, poor wiring connections, use of unauthorised electrical appliances, multi-point adaptors and problems 
with the use of extension leads are all hazards which frequently result in fires starting. Therefore:  
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o Ensure that all electrical circuits and equipment in the workplace are inspected and tested on a regular basis.
(Remember, there is a requirement to do this under the Electricity at Work Regulations 1989).

o Have any faults in wiring or fittings repaired promptly by a qualified electrician.
o Switch off electrical equipment when it is not in use and particularly at the end of the day’s work.

Rubbish and Waste Materials 
Rubbish and waste materials that are left to accumulate can easily contribute to the spread of fire; they are also a place 
for malicious fires to be started. Make sure that you remove all waste materials from the workplace on a regular basis  
and place them in a suitable container located in a safe position outside the building. Ideally this container will be of 
metal construction and fitted with a lockable lid. Arrange for the container to be emptied regularly. 
Do not burn rubbish on bonfires, even if it is thought safe to do so. They can easily get out of control and spread fire to 
nearby buildings or structures. 

Smoking 
Smoking is still a major cause of fires in buildings. You should: 

o Consider having a ‘No Smoking’ policy in your establishment. But remember to make provision for those Service
Users who like to smoke. This will be a designated area or room where sufficient glass or metal ashtrays are 
provided. A fire extinguisher should be provided in or near the room and any seating should have only small 
amounts of padded upholstery. 

o Prohibit smoking in storage areas. If the public visit your premises ensure that they understand that this is a no
smoking area. 

o Check designated rooms at the end of the working day to ensure that no smoking material has been left
burning. 

Cooking 
Many small businesses have kitchens where staff may prepare food themselves. These facilities are similar to domestic 
kitchens and cooking hazards may still arise: 

o Avoid undertaking deep fat frying unless a thermostatically controlled pan is provided. Even then it would be
wise not to leave the pan unattended. 

o Ensure that combustible materials such as cloths, towels and loose fitting clothing (especially sleeves) are kept
well clear of hobs. 

o Toasters and microwave ovens should not be sited in office areas; they should only be available in kitchens.

Heating Appliances 
Portable heaters can often be hazardous in the work environment, especially if placed too close to combustible 
furniture, fittings or materials. Convector heaters are safer than radiant fires. If you do need to use heaters: 

o Ensure that they are securely guarded and properly fixed to prevent them from being knocked over.
o Place them well away from any materials which could easily ignite.
o Never stand papers or books on them or drape clothing over them.
o Do not allow ventilation grilles to become obstructed.
o Clean portable heaters on a regular basis.

Combustible Materials 
If combustible items, such as packing materials, glues, solvents, flammable liquids or gases, are used or stored in the 
workplace, it is recommended that: 

o The amounts brought into the premises should be kept to a minimum and sufficient for the day’s work only.
o The bulk supplies of such materials should be locked in a secure store, preferably outside the main premises.
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Hazardous Materials 
If you use paints, solvents, adhesives, chemicals or gas cylinders, keep them in separate storage areas and well away 
from any sources of ignition. Gas cylinders, even when empty, can explode when exposed to heat. Remember that the 
Highly Flammable Liquids and Liquefied Petroleum Gases Regulations 1972 may apply to your operations. 

Fire drills 
• To ensure that all employees know how to leave the premises in the event of fire, repeated practice is desirable.
• Fire drills should be held at regular intervals and preferably every 2 months or whenever there is a substantial

change in staff levels or turnover. All staff, from all shifts should participate in a fire drill. Employees should be
trained:

÷ To recognise the fire alarm when it sounds; 
÷ To act in accordance with the evacuation plan; 
÷ To leave the premises quickly by the nearest possible route; 
÷ To go to the designated assembly point; 
÷ To assemble for roll call. 
• Departmental managers (or their equivalent) should make sure that their departments are completely

evacuated. 
• Management should evaluate performances during fire drills and in particular should investigate the causes of

any delays in evacuation and take steps to make sure delays are eliminated. 

Records 
• To ensure compliance with the regulations
o The service is required to maintain accurate and up to date records of all Fire drills undertaken.
o The training statistics must be updated for all staff to ensure fire safety training has been undertaken and a plan

of ongoing training and drills formulated..
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The registered person ensures that mealtimes are unhurried with clients being given sufficient time to eat. Staff are 
ready to offer assistance in eating where necessary, discreetly, sensitively and individually, while independent eating 
is encouraged for as long as possible. Clients receive a wholesome appealing balanced diet in pleasing surroundings 
at times convenient to them. The following section addresses the matter of how residents and/or their relatives and 
representatives can make complaints about anything which goes on in the home, both in terms of the treatment and 
care given by staff or the facilities which are provided. It deals with complaints procedures within the home relating 
to matters between the resident and the proprietor or manager. Complainants may also make their complaints 
directly to the Registering Authority. Whilst it is recognised that having a robust and effective complaints procedure 
which residents feel able to use is essential, this should not mean that the opportunity to make constructive 
suggestions (rather than complaints) is regarded as less important. 
 
Making suggestions about how things might be improved may create co-operative relationships within the home 
and prevent situations where complaints need to be made from developing. However, it is important to remember 
that many older people do not like to complain – either because it is difficult for them or because they are afraid of 
being victimised.  
 
If a home is truly committed to the principles outlined in earlier sections of this document, an open culture within 
the home will develop which enables residents, supporters and staff to feel confident in making suggestions and for 
making complaints where it is appropriate without any fear of victimisation. 
 
GENERAL GUIDANCE ON RESIDENTS FOOD 
 
All employees must realise and accept that this is our residents’ home. This means they have rights that may affect 
you, or you may not agree with. If they request a service, it should be seen in the same way as if this was a hotel, and 
you were a paying guest. For hygiene reasons, ask the resident if they have washed their hands, or wash them if they 
are not able to manage this themselves. 
 

• A resident may request a drink outside normal times. Where this is reasonable, they may have a drink. If it 
becomes over often, then they may request a kettle in their rooms. If you are in any doubt, ask the Person in 
Charge 

• Likewise with food, they can come to meals at whatever time they wish, though it may be in their interests 
at times to be ready for meals. When in doubt, ensure the Person in Charge gives guidance  

• Some may wish to eat in their rooms, it is a right for any meal, not just the main meal. It may not always be 
appropriate for this to happen if there is a medical or psychological input required • Always ensure that the 
meal is presented properly, that it looks attractive and is in the amount the resident requires. Do not take 
the meal away without knowing whether the resident has finished eating or drinking. If they have not eaten 
or drank adequately, ensure that the person in charge is made aware of this. Make a note in your worksheet 

• Where concerns are felt about the residents intake of food and / or drink, write down Type & Amounts of 
food & or drink and record an accurate account of the situation  

• Where applicable, on the advice of the Person in Charge, be aware of the residents elimination of food & or 
drink and record results 

• Where concerns are raised, offer additional food & drink outside normal times. Have a jug of fluid available 
in their room 

• Where appropriate, daily or weekly weights to be carried out as required by person in charge 
 
 
ENABLE CLIENTS TO CHOOSE FOOD AND DRINK 
 
Clients are encouraged to speak up about their nutritional needs. They have a right to express their wishes and 
preferences. We will always try to meet the request if deemed reasonable and within budget. Where a request 
exceeds the budget, arrangements can be made by contract to include a more sophisticated or expensive diet 
 
There is a monthly menu and clients are encouraged in advance to make reasonable requests for alternatives where 
the food and drink is not to their taste. Whether at client meetings, in agreed meetings, adhoc meetings, in writing, 
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by letter or through intermediaries, we will endeavour to meet the dietary needs of our clients to the best of our 
ability. The Home will endeavour to listen to comments, research the issues and respond in an appropriate manner 
and speak and respond with clarity and in a way that is consistent with the client’s comprehension, understanding, 
abilities and needs. The clients and carers should where practicable, ask appropriate questions regarding dietary 
needs. There may be leaflets or books that give appropriate advice. Where a carer cannot give necessary advice, the 
appropriate professional should be consulted. 
 
Where the client indicates that they are unhappy about the food and / or drink, appropriate discussions are made in 
order to find a suitable alternative within the budget. Any dietary requirement outside normal fee standard will be 
on a separate contract agreed with the client. Food and drink should be appropriate to the client’s choice, needs and 
preferences, taking into consideration their ethical, religious, moral, physical and psychological needs. Any specific 
diets must conform to quality, quantity and nutrition requirements of a normal diet, with involvement of their G.P or 
dietician where appropriate. 
 
Where disagreements about dietary needs are discussed, we would seek an agreed solution. It may be the food 
choice is inappropriate (e.g. for diabetes). Where no resolution is possible, we would ask alternative appropriate 
professional/s for an opinion and act on their advice. Where continual disagreements are linked with choice of food 
or drink (e.g. alcohol for a client with Liver Disease), the issue should be referred to the appropriate person or 
authority. Where there is no solution the client and the Home must take a view of the compatibility of the client to 
the Home and if required request a move to another Home. 
 
PREPARE AND SERVE FOOD AND DRINK TO CLIENTS 
 
 Clients are encouraged to speak up about their nutritional needs. They have a right to express their wishes and 
preferences. We will always try to meet the request if deemed reasonable, within the care plan and within budget. 
Where a request exceeds the budget, arrangements can be made by contract to include a more sophisticated or 
expensive diet 
 
The Home prepares and serves food according to the rules of the Food Safety Act 1990 as amended. 
Food in the Home is provided in a nutritious and attractive format and is offered to the client in the appropriate hot 
or cold format. The client’s dietary requirements are taken into account as well as their p references. This is linked to 
their plan of care. The correct utensils are used for preparing, serving and eating the meals and are washed in an 
industrial class dishwasher. 
 
The food is served to the client in the correct quantity (quantities varying from client to client) and with an attractive 
presentation. Any special diet should be incorporated, with food being cut into manageable portions, minced or 
blended where required. Some food may need to be given via a tube, such as a nasal gastric tube or a tube feed into 
the stomach. 
 
All food handlers must adhere to the strict hygiene code of the Food Safety Act, including washing of hands at each 
appropriate juncture. Hair should be tied back and covered, aprons and / or other protective clothing may be used. 
All surfaces are cleaned after the meal, being made ready for the next meal. All utensils and equipment are put away 
to store when washed and clean. Products are put back into store. 
 
Stale and left over food is removed from the kitchen and taken and disposed of in the waste disposal facility 
promptly after the meal. 
 
Recording of intake and output may be important to prevent physical and / or mental deterioration. A Fluid Balance 
chart with an accurate intake and output levels, plus a chart stating what food intake has been. It may be important 
to weigh the client daily, weekly or monthly to maintain knowledge of their physical state, check for dehydration or 
pressure sores. Any food or fluid balance form or chart must be accurate, complete, legible and current. 
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HELP CLIENTS TO GET READY FOR EATING AND DRINKING 
 
Clients are encouraged to speak up about their nutritional needs. They have a right to express their wishes and 
preferences. We will always try to meet the request if deemed reasonable and within budget. In line with the care 
plan and the immediate or future requirements of the client, support will be given appropriate to their needs. The 
support will help the client to be as self-managing as possible, whether this means full management or the provision 
of utensils to enable self-management. There is a monthly menu and clients are encouraged in advance to make 
reasonable requests for alternatives where the food and drink is not to their taste. We will endeavour to listen to 
comments, research the issues (i.e. dietician) and respond in an appropriate manner, speak and respond with clarity 
and in a way that is consistent with the clients comprehension, understanding, abilities and needs. 
 
Whether at client meetings, in agreed meetings, adhoc meetings, in writing, by letter or through intermediaries, we 
will endeavour to meet the dietary needs of our clients to the best of our ability. Any appropriate specialised 
container or implement should be provided if a disability is present. Where there is a need to have special aprons or 
other protective clothing, then this should be provided. The seating should be appropriate to the clients' needs, and 
any cushions, trays and body alignment supports in situ. T.V. music and / or radio (especially if they are eating in 
their own room) should be available for the comfort of the clients if they so wish. Professional specialists as in: 
Dieticians, Occupational Therapists and Speech Therapists may be involved if the client has special needs 
 
Clients, for hygiene reasons are required to wash their hands prior to a meal, and if they cannot get to a wash hand 
basin, then a bowl of water, soap and towel is offered to them where they are. Hygiene and toiletry needs. They can 
have a serviette, wet wipe or paper towel during the meal. They are offered means to wash their hands again and / 
or a clean paper towel following the meal. The environment for eating must be a clean area with appropriate 
implements, glasses or cups, serviettes and table cloths where appropriate. There should be an ambience to the 
room that is conducive to a feel good factor that should encourage clients to eat and drink. There should be no 
unwarranted odours, and the smell of food should be enticing to the palate. The room, food, ambience and aroma 
should be such that it creates a happy environment that enables maximum interaction of clients, visitors where 
appropriate and carers. 
 
HELP CLIENTS TO CONSUME FOOD AND DRINK 
 
Clients are encouraged to speak up about their nutritional needs. They have a right to express their wishes and 
preferences. We will always try to meet the request if deemed reasonable and within budget.  Clients should be as 
self-managing as possible, where any deficits are present, a care plan should indicate in agreement with the client, 
how much input the carer should provide.  All food handlers must adhere to the strict hygiene code of the Food 
Safety Act, including washing of hands at each appropriate juncture. Hair should be tied back and covered, aprons 
and / or other protective clothing may be used. 
 
The correct utensils are used for preparing, serving and eating the meals and are washed in an industrial class 
dishwasher. Crockery and cutlery are appropriate for the client’s use. Special and / or adapted utensils may be 
required. The food is served to the client in the correct quantity (quantities varying from client to client) and with an 
attractive presentation. Any special diet should be incorporated, with food being cut into manageable portions, 
minced or blended where required. Some food may need to be given via a 
tube, suh as a nasal gastric tube or a tube feed into the stomach. 
 
They should be able to eat at their own pace. Food in the Home is provided in a nutritious and attractive format and 
is offered to the client in the appropriate hot or cold format. The client’s dietary requirements are taken into 
account as well as their preferences. This is linked to their plan of care. 
 
They may have food allergies and this would need to be known to prevent them eating those foods. Recording of 
intake and output may be important to prevent physical and / or mental deterioration. A Fluid Balance chart with 
accurate intake and output levels, plus a chart stating what food intake has been. It may be important to weigh the 
client daily, weekly or monthly to maintain knowledge of their physical state, check for dehydration or pressure 
sores. Any food or fluid balance form or chart must be accurate, complete, legible and current. 
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During and after a meal, clients can have the use of a serviette, wet wipe or paper towel. They are offered the means 
to wash their hands again, and can use a wet wipe and / or a clean paper towel following the meal. Where 
disagreements about dietary needs are discussed, we would seek an agreed solution. Where no resolution is 
possible, we would ask alternative appropriate professional/ s for an opinion and act on their advice. 
 
FOOD HYGIENE LAW 
 
Food Safety Act 1990 
Wide ranging legislation designed to ensure all food produced and offered for sale is safe to eat and is not advertised 
or presented in a misleading manner. The 1990 Act provides the enforcement authorities, i.e. the Environmental 
Health Officers of the Local Authority, with powers to order improvements or even closure in appropriate 
circumstances. 
 
The Food Safety (General Food Hygiene) Regulations 1995 
These regulations apply to all food retailers, caterers, processors, manufacturers and distributors. The regulations 
place two general requirements on the owners of food businesses.  
To ensure that all food handling operations are carried out hygienically and according to ‘Rules of Hygiene’ 
• To systematically identify and control all potential food safety hazards 
• There is an obligation on any food handler who may suffer from a disease which could be transmitted through food 
to report this to the employer, who may be obliged to prevent the person concerned from handling food 
 
The Food Safety 
(Temperature Regulations) 1995 
These govern the temperature at which food can be kept safely and for how long. There are 2 important 
Temperatures for food safety: 8 degrees centigrade and 63 degrees centigrade. 
 

• Foods which degrade must be held at no more than 8 degrees centigrade and below to minimise micro-
biological multiplication, and food heated to 63 degrees centigrade and above which kill off micro-organisms 

• An exception to this rule is food on display that can be kept for four hours, low risk food and preserved 
foods. There may be exceptions where there is scientific evidence  

 
GENERAL REQUIREMENTS 1 
 
Cleanliness 
All parts of the premises must be: 
 

• Kept Clean 
• Maintained in good repair and condition 

 
Design and Condition 
The layout, design, construction and size of the premises must 
• Permit adequate cleaning and/or disinfection 
• Protect against the accumulation of dirt, contact with toxic material, the shedding of particles into the food and 
the formation of condensation or mould 
• Allow good food hygiene practices, including protection against cross contamination at all stages. 
There must be no danger of contamination by any external sources such as pests 
 
Provision of Lavatories and Washbasins 
• An adequate number of designated wash-hand basins must be readily available 
• An adequate number of suitable lavatories must be readily available 
• Lavatories must not lead into any room where food is handled 
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GENERAL REQUIREMENTS 2 
Separate Facilities must be provided for Washing 
 
Hand Washing Equipment 
Washbasins must be provided with: 
• Adequate supplies of hot and cold water or appropriately mixed running water 
• Running water 
• Materials for the cleaning of hands 
• Facilities for properly drying hands 
 
Ventilation 
• Adequate ventilation must be provided 
• Never ventilate air from a contaminated area to a clean area 
• All parts of the ventilation system, including filters, must be accessible for cleaning and maintenance 
 
Ventilation of Sanitary Conveniences 
• Adequate natural or mechanical ventilation shall be provided 
 
Provision of Lighting 
 
• Adequate natural and or artificial lighting shall be provided to all parts of the premises 
Drainage 
• Adequate drainage facilities must be provided - designed and constructed to avoid any risk of contamination 
 
Changing Facilities for Staff 
• Adequate facilities must be provided 
 
GENERAL REQUIREMENTS 3 
Specific Requirements for Rooms where Foodstuffs are Prepared 
(This does not apply to dining rooms etc.) 
 
Floor Surface 
Floor surfaces must: 
• Be in good condition and easy to clean/disinfect 
• Be impervious, non-absorbent, washable, nontoxic material 
• Be provided, where necessary, with adequate drainage 
 
Wall Surfaces 
Wall surfaces must: 
• Be in good condition and easy to clean/disinfect 
• Be of impervious, non-absorbent, smooth, washable and nontoxic material 
• Extend to such a height that is appropriate to the operation 
 
Ceilings and Overhead Fixtures 
These must be designed, constructed and finished to prevent: 
• Accumulation of dirt, and to minimise condensation 
• The growth of undesirable moulds and the shedding of particles 
 
 
Windows and Other Openings 
These must be constructed: 
• To prevent the accumulation of dirt 
• Where necessary, to prevent access by insects and other pests by the presence of screens etc. 
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GENERAL REQUIREMENTS 4 
Specific Requirements for Rooms where Foodstuffs are prepared (This does not apply to dining rooms etc.) 
 
Doors 
These must be: 
• Easy to clean 
• Constructed of smooth, non-absorbent surfaces 
 
Surfaces Generally 
These must be: 
• Maintained in a good condition 
• Be easy to clean/disinfect 
• Be constructed of smooth, washable and nontoxic materials 
 
Cleaning of Equipment 
There must be: 
• Adequate facilities for cleaning/disinfecting all equipment 
• Facilities made of non-corrosive materials that are easy to clean 
• Adequate supplies of hot and cold water provided 
 
 
Washing of Food 
Where necessary, adequate provisions must be provided for washing food. 
Every sink or other facility must: 
• Be kept clean 
 
GENERAL REQUIREMENTS 5 
Requirements for Mobile Vehicles, Stalls, Temporary Premises, Vending Machines, etc. Mobile, Fixed or 
Temporary Food Operations 
 
These should be sited, designed, constructed and kept clean and in good repair and condition so to avoid any risk of 
contaminating food or harbouring pests. 
 
Where necessary: 

• Adequate washing, sanitary and changing facilities should be provided for staff 
• All surfaces in contact with food should be in a good condition and capable of being readily 

cleaned/disinfected. Smooth, impervious surfaces are recommended 
• Adequate washing/disinfection facilities should be provided for all equipment 
• Adequate provision must be made for the cleaning of foodstuffs 
• An adequate supply of hot and/or cold wholesome water must be provided 
• Adequate facilities must be provided for the storage and disposal of all waste 
• Adequate facilities for maintaining and monitoring suitable food temperatures must be provided 
• Foodstuffs must be kept so as to minimise the risk of contamination 

 
Transport 
Vehicles or containers must: 

• Be kept clean and in good condition and repair to protect the food from contamination 
• Be designed and constructed to permit adequate cleaning/disinfection 
• Receptacles in vehicles/containers must not be used for anything other than foodstuffs where there is a 

danger of contamination 
• Bulk foodstuffs - in whatever form - must only be transported in vehicles used for only food and clearly 

marked - ‘FOR FOODSTUFFS ONLY’ 
• Effective separation to prevent contamination must be achieved where food/non-food products are being 

transported OR where different foodstuffs are involved in the same transport/container 
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• To prevent contamination, effective cleaning of transport/ container must be carried out when any change 
of use occurs 

• Foodstuffs in vehicles/containers must be such as to minimise the risk of contamination 
• Temperature controlled vehicles/containers must be designed to enable those temperatures to be 

maintained and, where necessary monitored 
 
GENERAL REQUIREMENTS 6 
Equipment Requirements 
All items that come into contact with food, including packaging must: 

• Be kept clean 
• Be of such material and in such condition so as to minimise the risk of contamination 
• Be such that they can be thoroughly cleaned and where necessary, disinfected (this does not apply to non-

returnable containers 
• Be installed so that the surrounding area can be adequately cleaned 

 
Food Waste and Refuse Generally 
Food wastes and refuse generally: 

• Must NOT be allowed to accumulate in food rooms 
• Must be stored in suitable containers that are: 
• Fitted with suitable lids 
• Appropriately constructed to ensure ease of cleaning / disinfection 
• In sound condition 
• Waste must be regularly removed from the premises 
• Refuse stores must be designed and managed to ensure that they: 
• Are kept clean 
• Prevent access by pests 
• Do not contaminate food, drinking water, equipment etc. 

 
Water Supply 

• Food on premises must be provided with an adequate supply of wholesome water to ensure that the 
foodstuffs are not contaminated 

• Ice must be made from wholesome water which is stored and handled under conditions which protect it 
from contamination. When it is used, it must not contaminate foodstuffs 

• Steam used in contact with food must be wholesome and not contain any substance hazardous to health 
• Unfit water not used in relation to food that is used for the generation of steam, refrigeration, fire control 

etc. MUST be contained in separate systems that are readily identifiable, and not be able to contaminate 
water used in relation to food 

 
GENERAL REQUIREMENTS 7 
Personal Hygiene 
Every person working in a food handling area shall: 

• Maintain a high degree of personal hygiene 
• Wear suitable, clean and, where appropriate, protective clothing 
• Any person working in a food area who knows/suspects that he/she is suffering from or is a carrier of any 

illness or condition likely to result in food contamination by pathogenic microorganisms 
MUST advise the proprietor 

• No person, known or suspected to be suffering from or to be a carrier of a disease likely to be transmitted 
through food (e.g. infected wounds, skin infection, sores or diarrhoea) shall be allowed to work in any food 
handling area if there is a possibility of contaminating the food 

 
Wholesomeness of Food 
(Including Pest Control) 

• No materials shall be accepted if they are - or might be - contaminated with parasites, harmful bacteria etc. 
or foreign substances UNLESS after sorting/preparation/processing they are fit for human consumption 
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• Raw materials and ingredients shall be stored so as to prevent deterioration and contamination 
• All food must be protected against contamination that can render it injurious to health/contaminated to the 

extent that it cannot be reasonably consumed, and/or placed/protected to minimise the risk of infection 
• Adequate pest controls must be in place 
• Hazardous/inedible substances - including animal foodstuffs - must be stored in separate and secure 

containers that are properly labelled 
 

TRAINING 
THE PROPRIETOR OF A BUSINESS MUST ENSURE THAT STAFF ARE PROPERLY 

TRAINED/SUPERVISED/INSTRUCTED IN FOOD HYGIENE MATTERS. THE EXTENT 
OF THE TRAINING MUST BE COMMENSURATE WITH THE WORK SO THAT THE 

MORE INVOLVED THE WORK, THE GREATER THE RISK, THEN MORE ATTENTION 
 
GENERAL REQUIREMENTS 8 
HAZARD ANALYSIS AND RISK ASSESSMENT 
 

OPERATORS OF FOOD BUSINESSES MUST ANALYSE THE PROCESSES IN THEIR 
BUSINESS, IDENTIFY ANY POSSIBLE HAZARDS IN THOSE PROCESSES AND ASSESS HOW 
THOSE HAZARDS CAN BE REDUCED OR ELIMINATED SO THAT THE FINAL CONSUMER 

IS NOT AFFECTED. 
 

THE POINTS AT WHICH THE HAZARDS ARE ASSESSED, ARE KNOWN AS CRITICAL 
CONTROL POINTS. HAVING ASSESSED THE HAZARDS AND INTRODUCED SOME FORM 

OF CONTROL THEY MUST BE MONITORED REGULARLY AND AMENDED AS 
NECESSARY. 

 
 
ANY PERSON GUILTY OF AN OFFENCE AGAINST THE REGULATIONS SHALL BE LIABLE EITHER TO A FINE OR 
IMPRISONMENT OR BOTH 
 

ACTION FACTS 
• TELL YOUR MANAGER IF YOU HAVE AN ILLNESS AFFECTING YOUR SKIN, NOSE, THROAT OR BOWELS. 

NEVER COUGH OR SNEEZE OVER FOOD 
• ENSURE CUTS OR SORE AREAS ARE PROPERLY COVERED WITH AN APPROVED WATERPROOF DRESSING 
• DO NOT SMOKE IN FOOD PREPARATION AREAS, IT IS ILLEGAL AND DANGEROUS 
• WEAR SENSIBLE CLOTHING APPROPRIATE TO THE ROLL. KEEP CLEAN AND WASH HANDS AFTER USING THE 

TOILET AND BEFORE HANDLING FOOD 
• ADHERE TO CLEANING SCHEDULES. KEEP EQUIPMENT AND SURFACES CLEAN - CLEAN AS YOU GO 
• NEVER HANDLE MORE FOOD THAN NECESSARY 
• STORE PERISHABLE FOODS CORRECTLY, USE IN ROTATION AND SERVE AT CORRECT TEMPERATURE 
• NEVER PREPARE RAW AND UNCOOKED FOOD TOGETHER. KEEP FOOD COVERED 
• ENSURE WASTE FOOD IS DISPOSED OF PROPERLY AND THAT WASTE BINS ARE TIGHTLY CLOSED AT ALL 

TIMES 
• DO NOT BREAK THE LAW. INFORM YOUR MANAGER IF YOU CANNOT FOLLOW THE RULES 

 
ENVIRONMENTAL HEALTH FACTFILE 
 
Safety Factors 

• Only use food within its ‘sell-by’ or ‘best before’ dates 
• Take food home and put it straight in the fridge or freezer 
• Use a Cool Bag when bringing cooled or frozen food from a shop or supermarket 
• Keep refrigerator temperature at 8 degrees centigrade and below 
• Use a refrigerator or freezer thermometer, check thermometer annually for calibration 
• Record all temperatures daily in a defined book 
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• Replace refrigerator if it does not meet 8 degrees centigrade and lower 
• Cool hot or warm food before it goes in the refrigerator, as it may affect the temperature 
• Do not open refrigerator or freezer door unnecessarily, and close as soon as possible 
• Do not overfill the refrigerator, allow air to circulate 
• Do not mix raw and cooked foods 
• Do not mix dairy products and raw foods 
• Store raw foods in lower compartments, and cooked foods above 
• Place all food in covered or sealed containers 
• Date and state all food once opened 
• Cook food thoroughly, following instructions 
• Use food thermometer for testing temperatures of food 
• Check microwave timings as they can vary depending on power 
• Do not reheat food more than once, once reheated eat soon after 

 
Place a Notice on each Refrigerator and Freezer stating: 
• ALL COOKED FOOD PLACED IN THIS REFRIGERATOR MUST BE COVERED, AND DATED, IF THE FOOD IS NOT SEEN 
THROUGH ITS COVER, STATE WHAT THE FOOD IS AND ITS ‘SELL BY DATE’. 
 
FOOD HYGIENE 
Colour Coded Chopping Boards 
IT IS NOT NECESSARY TO HAVE THESE VARIOUS COLOURS FOR ANY FOOD AREA, BUT IT IS RECOMMENDED YOU 
USE THESE COLOUR CODES FOR VARIOUS FOODS. 

• BROWN BOARD - VEGETABLES 
• BLUE BOARD - RAW FISH 
• GREEN BOARD - SALAD/FRUIT 
• RED BOARD - RAW MEAT 
• YELLOW BOARD - COOKED MEAT 
• WHITE BOARD – DAIRY 

 
 

REMEMBER GERMS DOUBLE EVERY 10 - 20 MINUTES 
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	FIRE FIGHTING EQUIPMENT
	The most common type of fire-fighting equipment is of course the portable fire extinguisher.  Other equipment includes fire hose reels and fire blankets.
	Class A fire extinguishers are usually water based. Water provides a heat-absorbing (cooling) effect on the burning material to extinguish the fire. Stored-pressure extinguishers use air under pressure to expel water.
	Class B fires are put out by excluding air, by slowing down the release of flammable vapours, or by interrupting the chain reaction of the combustion. Three types of extinguishing agents—carbon dioxide gas, dry chemical, and foam—are used for fires in...
	The extinguishing agent in a Class C fire extinguisher must be electrically non-conductive. Both carbon dioxide and dry chemicals can be used in electrical fires.
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	2. Fire detection and warning;
	3. Means of escape in case of fire;
	4. Provision of fire-fighting equipment;
	5. Planning for the emergency and training staff;
	6. Maintenance and testing of fire safety equipment.
	1. Risk assessment
	2. Fire detection and warning
	 Is the installed equipment adequate?
	 Consider smoke alarms and heat sensing alarms.
	 Are there enough?
	 There should be zoned fire detection in larger premises for quick identification of location of fire.
	3. Means of escape in case of fire
	Once the occupants have been given warning of the existence of a fire they can (with appropriate assistance for bedridden and infirm residents) attempt to escape. Assess the means of escape. In particular:
	 Exits - must be free from obstruction, easily opened and clearly marked.  What is on the other side of the exit?  This too must be free from obstruction so that people can get well away from the building on fire.
	 Escape routes - must be free from obstruction and clearly marked.
	 Travel distances - escape routes should be so designed that travel distances to a safe exit are kept to the minimum.
	 Internal fire spread - escape routes should be protected - i.e. any doors leading off of escape routes should be at least 30 minute fire proof so that if a fire starts in a room off of the escape route other residents have at least 30 minutes protec...
	 Emergency lighting - emergency lighting needs to be provided where sudden loss of light would create a risk.  The system should provide adequate lighting for a safe escape powered by an independent source for at least one hour. This applies to nearl...
	 Places of special fire risk - the most obvious to many is the kitchen - gas rings, hot fat, etc.  Some may single out the laundry room.  But consider this.  Fires in these rooms usually start when someone is in attendance.  It is statistically prove...
	 Mechanical ventilation systems - where provided they should be so designed that they only run for the period for which they are required - i.e. they should shut off after a set period of time.  are there any open ducts that
	4. Provision of fire-fighting equipment
	 Are the extinguishers provided appropriate for the type of fire that they may be used on?
	 Are they easily accessible?  (Access to them must NEVER be blocked).
	 Are there enough?
	5. Planning for the emergency and training staff
	 Plan for horizontal escape.  Consider the provision of a "safe room" to which residents can be evacuated.  The room needs to be well protected against fire so that people can stay in it in relative safety until a rescue can be achieved if needed.
	 Plan for vertical escape.  If the room is above ground floor can residents go from it via a protected escape route to exit?  For those that are infirm or unable to walk, can the fire brigade effectively rescue them?
	 When did the last fire drill take place?   Fire drills must be carried out at least every six months.
	 Staff should be regularly trained in fire procedures.  Therefore all staff must attend must attend Fire Lectures every year.
	6. Maintenance and testing of fire safety equipment.
	 When were they last inspected? Fire extinguishers may go unused for many years, but they must be maintained in a state of readiness. For this reason, periodic inspection and servicing are required.




