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Food Safety 
Requirements, Recordkeeping, and Reporting

May 2020
Division of Food and Nutrition

Orientation for New Food Service Operators
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Identify requirements for school food service food safetyRequirements

Indicate recordkeeping that needs to be carried out and maintained regarding 
food safety in the school food service settingRecordkeeping

Explain the food safety inspection reporting processReporting

Objectives
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Food Safety Training 

Training Requirements for:

Food Service Directors- 8 hours every five 
years and upon hire 

Food Service Staff- annually at minimum, on  
HACCP-based food safety plan 

Reference: PDE Memo: HACCP and Food 
Safety Training 
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School Food Safety Plan

Requirement: 
Site-specific, HACCP principle based Food 
Safety Plan 

Reference: PDE Memo Food Safety Plan 
Based on HACCP Principles: Final Rule
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7 HACCP Principles
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1. Conduct a 

Hazard Analysis 

2. Identify the 

Critical Control 
Points (CCP) 

3. Establish 

Critical Lim its
4. M onitor CCP 

5. Establish 

Corrective 
Actions 

6. Establish 

Verification 
Procedures

7. Establish 

Recordkeeping 
Procedures
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School Food Safety Plan

Reference: The Institute of Child Nutrition –
Complete Manual of HACCP-Based Standard 
Operating Procedures
https://theicn.org/icn-resources-a-z/food-safety
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School Food Safety Plan Required Components
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Docum ented 
Standard 

Operating 
Procedures 

(SOP)

1
Docum entation 

of Critical 
Control Points 

(CCPs)

2
M onitoring 
procedures

3
Corrective 

action 
procedures

4
Docum entation 
of m enu item s 

by HACCP 
process 

category

5
Recordkeeping

6
Revision/ 
Review  of 

overall Food 
Safety Program
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Food Safety Standard Operating Procedures
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Adhere to current Federal, State, and 
Local Food Codes

Modify for your food service operation—
individualize for each site as needed

8

Standard Operating Procedures 
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1. Cleaning and Sanitizing Food Contact Surfaces 
2. Holding Hot and Cold Potentially Hazardous Foods 
3. Personal Hygiene 
4. Preventing Contamination at Self-Service Bars 
5. Serving Food 
6. Transporting Food to Remote Sites (Satellite Kitchens) 
7. Using and Calibrating Thermometers 
8. Handling Ready-to-Eat Foods 
9. Washing Fruits and Vegetables 
10. Washing Hands 
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Documentation of CCP’s and Monitoring in a SOP

1. What is the Critical Control Point (CCP) 
addressed in the SOP? 

2. Who will monitor this CCP? 
3. Who will verify that the SOP is followed? 

The SOP on the following slides comes from the Complete Manual, 
page 35-36.
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Documentation of CCP’s and Monitoring in a SOP

Reference: The ICN-Complete Manual
• Overview to the Process Approach to HACCP 

(Page 98)
• Components of a Comprehensive Food 

Safety Program (Page 99) 
• Summary Table of Record Keeping for 

HACCP-Based SOP Pages (101-105)
• Summary Table for Monitoring and Reviewing 

HACCP-Based SOP Record (Pages 107-113)
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Corrective Action Procedures and Training Records 

What is a Corrective Action? 

• Summary of Corrective Actions for HACCP-Based SOPs (115-120)
• Employee Food Safety Training Record (Page 121)
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Documentation of Menu Items by HACCP Process
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No-Cook 
Process 

1
Same Day 

Service Process 

2
Complex Food 

Process

3
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Recordkeeping

• Cooking and Reheating Temperature Log
• Cooling Temperature Log 
• Damaged or Discarded Product Log 
• Food Contact Surfaces Cleaning and Sanitizing 

Log 
• Hot and Cold Holding Temperature Log
• Production Log 
• Receiving Log 
• Refrigeration Log 
• Thermometer Calibration Log 
• Food Safety Checklist
5/18/20 20
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Records Maintenance

• Keep records for 6 months plus the current month
– Temperature logs
– Cleaning logs
– Receiving logs
– Thermometer calibration logs
– Delivery logs

• Keep records for 3 years plus the current year
– Production records
– Dated menus
– Meal counts
– Food safety training documentation

5/18/20 22
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Food Safety Plan Review

Review and revise 
Food Safety Plans
annually. 

5/18/20 23
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Summary—Successful Food Safety Programs

5/18/20 24

Maintain and 
follow written 

SOPs

Train employees 
regarding food 
safety annually

Identify Recipe 
Processes and 
Critical Control 

Points 

Maintain 
temperature logs

Receiving

Storage

Freezer/Refrigerator

Cooking/Reheating/ 
Cooling

Hot/Cold holding

Review HACCP 
Plan annually

24
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Administrative Review-Key Questions
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IS THERE A WRITTEN 
HACCP PLAN?

IS IT SPECIFIC TO EACH 
SITE?

IS IT BEING FOLLOWED? ARE RECORDS 
MAINTAINED?

IS THE PLAN REVIEWED 
AND UPDATED WHEN 

NEEDED?

25

Responsibility for Food Safety Plan
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Food Service Management Companies (FSMC) must 
implement, participate, conduct or otherwise maintain 
the School Food Authority’s (SFA) Food Safety Plan.

SFA is responsible for monitoring FSMC compliance. 
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Food Safety Inspections

Minimum of two inspections 
required at each site, each year

Pennsylvania Department of 
Agriculture (PDA), Bureau of Food 
Safety

https://www.pafoodsafety.pa.gov
/Web/Inspection/PublicInspectio
nSearch.aspx
1-866-366-3723
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https://www.pafoodsafety.pa.gov/Web/Inspection/PublicInspectionSearch.aspx
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Food Safety Inspections

Maintain

Maintain reports for 
a minimum of 3 
years plus current 
year 

Post

Most current Food 
Safety Inspection 
must be posted in a 
publicly visible place 
and made available 
to the public on 
request

Report

Report inspections 
to PDE, DFN in 
PEARS by June 30
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Food Safety Inspections Report
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Food Safety Inspections Report
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Food Safety Inspections Report

Click the drop down arrow to select the number of health inspections 
completed at the site.  

31

Food Safety Inspections Report

• If less than two is selected in 1a, 1b will open and need to be completed
• Click the black down arrow to select the reason why less than two 

inspections were completed at the site.
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Food Safety Inspections Report

All information here is populated as the report is completed.  

33



Food Safety Compliance

12

Food Safety Inspections Report
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For more information on Food Safety Requirements, Recordkeeping, and 
Reporting, contact RA-NSLP@pa.gov or 1-800-331-0129

The mission of the department is to academically prepare children and adults to succeed as 
productive citizens. The department seeks to ensure that the technical support, resources and 
opportunities are in place for all students, whether children or adults, to receive a high quality 

education.

355/18/20

Contact/Mission
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http://pa.gov

