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This page has been taken from the Personal Hygiene section of the Safer Food Better Business pack. The 
recommendations are simple and effective and should be followed for all levels of food preparation and/or 
service.  It is important to follow good personal hygiene to help prevent bacteria from spreading to food, 

Food Safety: Personal Hygiene 

 Safety Point Why? 

Avoid touching your face or nose, or coughing and 
sneezing over food. 

Harmful bacteria can be spread from your face, nose 
or mouth to your hands and onto food. 

You should always wash your hands properly  
before preparing food or touching ready-to-eat 
foods e.g. sandwiches. 
 
You should wash your hands after: 
 
• going to the toilet 
• touching raw meat/poultry/eggs 
• emptying bins 
• cleaning 
• touching a cut or changing a dressing 
• handling pets, their feeding bowls or other 
• equipment 
• wiping or blowing your nose  

Harmful bacteria can spread very easily from hands 
to food, work surfaces and equipment. 
 
Washing your hands properly at the right times helps 
to prevent this. 

Do not prepare food until you have had no  
symptoms for at least 48 hours.  

Even if the diarrhoea and vomiting has stopped, you 
can still carry harmful bacteria for 48 hours  
afterwards. 

Do not prepare any food if you have diarrhoea 
and/or vomiting.  
 

People suffering from these symptoms often   
carry harmful bacteria on their hands and can 
spread them to food or equipment they touch. 

Cuts and sores should be completely covered with 
a waterproof dressing, ideally a brightly coloured 
one. 
 

This is to prevent bacteria from the cut or sore 
spreading to food. Brightly coloured dressings are 
easier to spot if they come off and fall into food. 

Ideally you should not wear watches or jewellery 
when preparing food (except a wedding band). 

Watches and jewellery can collect and spread dirt 
and harmful bacteria, or fall in the food. 

Make sure your clothes are clean, and ideally wear 
an apron. 
apron, when preparing food. 

Clothes can bring dirt and bacteria into food  
preparation areas. Wearing clean clothes helps to 
prevent this. 

Hand washing 

Safety Point Why? 



 
This page has been taken from the Personal Hygiene section of the Safer Food Better Business pack. The 
recommendations are simple and effective and should be followed for all levels of food preparation and/or 
service.   

Food Safety: Personal Hygiene 

 Washing hands effectively 

Step 1: 
Use warm water 
and soap 

Step 4: 
Rub in between 
fingers, round 
thumbs 
and fingertips. 

Step 6: 
Dry hands thoroughly 
with a clean towel 
that 
you only use for 
drying hands. 

Step 5: 
Rinse with clean  
water. 

Step 2: 
Make a lather. 
and soap 

Step 3: 
Rub back of 
hands and fingers. 

Make sure anyone else who prepares food for the function, or uses the kitchen, understands the 
importance of personal hygiene. 
 

Think Twice! 

The function hall is provided with wash hand basin: 
 

• soap and handtowels for your use ■ 

• you will need to bring soap and hand towels with you to use on the day.■ 

 
Please report any problems to: 



It is very important to store and prepare food carefully, and keep sources of bacteria away from 
food preparation areas 

Food Safety: Storage and Preparation 

 Safety Point Why? 

Make sure you check the use by dates of the food 
you buy to ensure they will be in date on the day 
you are going to use them. 
 
Always check and follow any storage instruction 
on the label. You can keep some foods for longer 
if you freeze them, as long as you freeze them 
before the ‘use by’ date 

Food that goes off quickly usually has storage 
instructions on the label. Storage instructions tell you 
how long the food will keep safely once the packaging 
has been opened. For example, you might see ‘eat 
within 2 days of opening’ on  the label.  

Clean the kitchen, preparation and storage areas 
before starting, and remove pots and dirty wash-
ing from the kitchen. If you are using your kitchen 
at home  

The function hall has a cleaning schedule please refer 
to this- See the ‘Cleaning’ safe method. 

Store raw and ready-to-eat foods separately. If 
they are in the same fridge, store raw meat and 
poultry below ready-to-eat foods, such as salads, 
sandwiches and desserts.  
 
Cover cooked and other ready-to-eat foods. 
 
If you are defrosting raw meat or poultry, make 
sure that none of the liquid that comes out of it 
gets onto other food. 

This helps to   
prevent harmful   
bacteria      
spreading from 
raw foods to 
ready-to-eat 
foods. 
 

Never use the same worktop, chopping board, 
knives or other equipment for preparing raw 
foods (such as meat and poultry) and for ready-to-
eat foods, unless they have been thoroughly 
cleaned and disinfected in between. See the 
‘Cleaning’ safe method. 

Harmful bacteria 
from raw foods 
such as meat or 
poultry can spread 
from chopping 
boards and knives 
to other foods. 

When preparing fruit, vegetables and salad       
ingredients wash them thoroughly with clean water 
before eating. 

 Fruit, vegetables and salad ingredients may have 
harmful bacteria on the outside. Washing will help 
clean them and remove some of the bacteria. 

Use by and best before dates what they mean 

 ‘Use by’ date – this is about safety. Do not serve food after this date – this is against the law. Even if it 
looks and smells fine, eating food after its ‘use by’ date could make people ill. 
 
‘Best before’ date – this is about quality. Food should be safe to eat after the ‘best before’ date, but it might 
begin to lose its flavour and texture. Eggs are an exception – they should always be used by their ‘best 
before’ date. 



It is very important to store and prepare food carefully, and keep sources of bacteria away 
from food preparation areas 

Food Safety: Food prepared at home 

   

Safety Point Why? 

Pets 
 
Keep pets away from food, dishes and worktops 
and away from children when they are eating. 
 
Make sure you wash and disinfect worktops before 
preparing food. 

Pets can spread harmful bacteria to food. 

• If raw meat / poultry has touched or dripped onto ready-to-eat or cooked food, throw away the food. 
 
• If ready-to-eat or cooked food has been prepared using a worktop, chopping board, knife or other 

equipment that has been used with raw meat/poultry and not cleaned and disinfected afterwards, 
throw away the food. 

 
• If dirty laundry, nappies or pets have been on a worktop, remove them and wash and disinfect the 

worktop straight away. 
 
• Further advice can be  found in the  Volunteers Guide for Home Cooking Safely 

 
If you suspect a contamination risk, throw away the food. 

Cross-contamination and what to do. 

Laundry and other domestic activities 
 
Preparing food whilst doing home laundry and  
other dirty domestic jobs can cross-contaminate 
food or food contact surfaces. 
 
Make sure you wash and disinfect worktops before 
preparing food and wash hands properly.  
 
 

Home laundry, nappies and refuse can spread  
harmful bacteria.  



It is very important to keep food preparation areas clean to get rid of harmful bacteria 
and stop them spreading 

Food Safety: Cleaning 

 Safety Point Why? 

Regularly wash/wipe and disinfect all the items 
people touch frequently, such as worktops, sinks, 
taps and handles. 
 
You can either use soapy water followed by a 
disinfectant, or an all-in-one kitchen spray that 
cleans and disinfects. Remember to follow the  
instructions on the label. 
 
Allow these items to dry naturally or dry them with 
disposable kitchen towel. 

It is important to keep these items clean to prevent 
dirt and harmful bacteria being spread to people’s 
hands and then from their hands to food or other  
areas. 

Wash worktops, chopping boards and knives  
thoroughly before preparing food. Wash and  
disinfect them after preparing raw meat/poultry or 
eggs. 
 
You can disinfect these by using a disinfectant or 
an all-in-one kitchen spray or by washing them in a 
dishwasher, if appropriate. 
 
Wipe up any spills as soon as they happen.  

This will help prevent dirt and harmful bacteria 
spreading onto food from the surface or equipment. 

Always use a clean cloth to wipe worktops, equip-
ment or utensils. Ideally, use disposable kitchen 
towel wherever possible. 
 
Make sure cloths are thoroughly washed, disinfect-
ed and dried between tasks (not just when they 
look dirty). It is important to also wash and disin-
fect tea towels and oven gloves regularly. 
 
Ideally, wash cloths, tea towels, aprons and oven 
gloves in a washing machine on a hot cycle above 
60°C. This will disinfect them. Or if you wash them 
by hand, make sure all the food and dirt has been 
removed before disinfecting them with very hot 
clean water. 

Using dirty cloths or tea towels can spread harmful 
bacteria very easily. Using disposable kitchen towel 
will make sure that any bacteria picked up on the 
towel will not be spread. 

 



It is very important to keep food preparation areas clean to get rid of harmful bacteria and stop 
them spreading 

Food Safety: Cleaning 

 Safety Point Why? 

Do not allow kitchen cloths to be used elsewhere 
in the house, e.g. when cleaning up after accidents 
(vomit or diarrhoea). 

This is to prevent harmful bacteria spreading to 
the kitchen. 

Follow the manufacturer’s instructions on how to 
use and store cleaning chemicals. When you clean 
worktops/chopping boards, make sure that any 
cleaning chemicals you use are suitable for       
surfaces touched by food. 
 
Keep all chemicals out of reach of children. 

Using and storing chemicals correctly is important to 
make sure they are effective and keep food safe. 

There are chemicals provided on site for your use.  
Please refer to the cleaning schedule for how 
these chemical should be used and what          
protective equipment you should use with them. 
 

Please follow our  cleaning regime when you have 
finished using our hall. This is  to ensure the hall is 
left in a suitable condition for the next user. 

If you are bringing your own chemicals from home 
to use in the centre either take them home after 
use or ask a member of staff where you can store 
them safely on site.  

This is to ensure that other users of the centre, for 
example children do not have access to chemicals on 
site. 

 

Chemicals—use them and store them SAFELY. 

Chemicals used on site: This is stored: 



It is very important to keep certain food cold because harmful bacteria can grow in them if they 
are not chilled properly. It is also important to take care when freezing or defrosting. If these types of food are 
not kept 
cold enough, harmful bacteria could grow. 

Food Safety: Keeping cold food 

 Safety Point Why? 

Certain foods need to be kept in the fridge to keep 
them safe e.g. 
 
• food with a ‘use by’ date 
 
• food that says ‘keep refrigerated’ on the label 
 
• cooked food e.g. food you have cooked in 

advance or leftovers  
 
• ready-to-eat food such as sandwiches, salads 

and some desserts 
 
Put food that you buy frozen e.g. ice cream, in the 
freezer straight away unless you are going to use it 
immediately. 
 
Ensure that you have enough fridge space for all 
the food that you are going to prepare and the final 
dishes.  
 
Don't clutter the fridge up with wines, beers and 
soft drinks. While these drinks may taste better 
cold, they don't need to be refrigerated from the 
point of view of food safety. Keep them in separate 
ice buckets, cool bags or cold water so that you 
can maximise available fridge space for perishable 
items. 

If these types of food are not kept cold enough, 
harmful bacteria could grow.  
 
You can check this using a fridge thermometer.  
 
Some fridges will have a digital display to show what 
temperature they are set at but you should check 
regularly that the temperature shown on the display is 
accurate, using a fridge thermometer. 
 
 

Ensure that food is taken from its temperature  
controlled storage at the last moment. 
 
Prepare foods that need to be kept in the fridge 
last.  

Don't leave food standing around at room 
temperature. Leaving food which won't be heated 
again before being eaten, for hours at room 
temperature can result in harmful levels of bacteria 
growing. 

If you cook food that will not be eaten immediately 
(or have leftovers), cool it down, ideally within one 
to two hours, and then put it in the fridge or freezer 

Harmful bacteria can grow in food that is not cooled 
down as quickly as possible and then put in the fridge 
or freezer. 

Ensure that raw meat and defrosting food cannot 
drip other foods. Store on the lower shelves of the 
refrigerator.  

This is to prevent ready to eat foods being  
contaminated with harmful bacteria. 



Thorough cooking kills harmful bacteria. It is also very important to reheat food properly to kill 
harmful bacteria that may have grown since the food was cooked. 

Food Safety: Cooking and reheating 

 Safety Point Why? 

If a food has manufacturer’s cooking instructions, 
follow these. 
 
Always check that food is very hot (steaming) all 
the way through. 
 
You can also use the following checks to make 
sure that food is properly cooked or reheated. 

The manufacturer has tried and tested safe cooking 
methods specifically for its products. 

Check that food you are cooking or reheating is 
very hot (steaming) all the way through. Check the 
centre of dishes such as shepherd’s pie or 
lasagna. 75oC for 30 seconds should be used as 
a guide if a temperature probe is available 
 

 

Check that pieces of chicken are very hot 
(steaming) in the middle. The meat should not be 
pink or red and the juices should not have any pink 
or red in them. 
 
If you are cooking a whole chicken, check the 
meat in the thickest part of the leg.  

Check that pork and processed meat products, 
such as sausages and burgers, are very hot 
(steaming) all the way through with no pink or red 
in the centre. 

 

Check that all the outside surfaces of meat are  
fully cooked. 
 
All joints of meat that are rolled (after boning or 
trimming) must always be thoroughly cooked in the 
middle (i.e. juices running clear) 

 

Think twice! 

Reheating 
Remember, reheating means cooking again, not just warming up. To make sure that cooked or reheated 
food is safe to eat, always check it is very hot (steaming) all the way through and then, if you need to, let it 
cool a little before serving. You should only reheat food once. 
 
If you are reheating food in a microwave, follow the product manufacturer’s instructions, if you have them, 
including advice on standing and stirring. Standing and stirring are part of the process of cooking/reheating 
in a microwave and help to make sure that food is the same temperature all the way through. 
 
 



Once prepared, getting the food to where the function is being held can be a problem. This can 
be particularly difficult when there are large quantities of perishable food involved.  

 

Food Safety: Transport and Service 

 Safety Point Why? 

Prior to renting the hall check there are adequate 
facilities for keeping hot foods hot and cold foods 
cold.  
 
 

Adequate fridge and cooker capacity at the place 
where the function is being held is just as important 
as in the home. 

When serving food only leave foods out on display 
for less than 2 hours. 

 

Throw away any perishable food that has been 
standing at room temperature for more than a 
couple of hours, and all food scraps  

This is to prevent harmful bacteria growing on the 
food 

Transport perishable and high risk foods in 
insulated containers, such as cool boxes.  

 

This is to ensure that the foods are kept chilled and 
prevent growth of any bacteria. 

When you prepare food in advance you need to 
ensure it is stored appropriately prior to 
consumption 
 

If not done properly the risk of food poisoning is 
increased. You need to plan ahead and think 
carefully about food safety.  

Food hygiene legislation is enforced by Local Food Authorities’ Environmental Health Services, which is 
part of your local council. You should speak to them for advice about how to comply with personal hygiene 
rules. You can contact Plymouth’s local team at:  
 
Public Protection Service 
Building 4a, 
Derriford Business Park 
Plymouth 
PL6 5QZ 
 
Tel: 01752 398501. public.protection@plymouth.gov.uk 
Local training, guidance and advice: 
https://www.plymouth.gov.uk/publicprotectionadviceandsupport/hygieneandfoodsafetycourses 
National food safety advice and guidance; Food Standards Agency 
https://www.food.gov.uk/ 
 
The following links may also provide helpful information to groups using your services 
Local food networks in Plymouth 
http://foodplymouth.org/ 
http://foodisfun.org.uk/ 
http://www.tamargrowlocal.org/Grow%20Share%20Cook 
 
 
https://www.food.gov.uk/safety-hygiene/providing-food-at-community-and-charity-events 
Includes advice on cake making and transporting, allergens and re-using glass jars. 

For further help and guidance? 

https://www.plymouth.gov.uk/publicprotectionadviceandsupport/hygieneandfoodsafetycourses
https://www.food.gov.uk/
http://foodplymouth.org/
http://foodisfun.org.uk/
http://www.tamargrowlocal.org/Grow%20Share%20Cook
https://www.food.gov.uk/safety-hygiene/providing-food-at-community-and-charity-events

