
Appendix 8: Template examples

The following templates are provided for information and can be adapted or combined to suit specific business
needs.

Examples of what you might record are provided in each template, and blank templates are also provided.

Template Description
1 - Supplier details Used to record your suppliers' details and the products

they supply.

2 - Food receipt Used to record the condition of received goods.

3 - Cooking and cooling food Used to monitor the cooking and cooling times and

temperatures.

4 - Temperature record sheet: e.g. for food

display

Used to monitor the temperature of foods, for example,

being displayed.

5 - Log for 2-hourl4-hour rule Used to monitor food temperatures while they are in the

'danger zone'.

6 - Cleaning and sanitising procedure Used to show what needs to be cleaned, the method,
and who is responsible for cleaning and sanitising.

7 - Cleaning and sanitising record Used to record your cleaning schedule (2 weeks). lt
may be useful to adapt this template for daily, weekly,
fortnightly and/or annual cleaning and sanitising
schedules and checklists.

8 - General temperature record Can be adapted for multiple activities to record food

temperatures (reheating, cooking, transport).



Template 1 - Supplier details

Notes

Sr,rpplior aqroevnovft \v placo,

check del\very +ruck I x I
lllnovfth

/ Maintain up-to-date records of your suppliers and the products they supply you with.

/ Consider setting up supplier agreements or an approved supplier program to ensure you receive safe and suitable products.

/ Reject suppliers that do not supply food that meets safety and suitability requirements.

Foods supplied

Cheeso, Sourdouqh

Address

4115 Lavcas*er ?1, YAajura

Tark, Acr

Contact details

@z) rpztt zzzz
al] o+++12v45

Supplier name

TSToodTellvery



Template 2 - Food receipt

Checked
by

vvfR

Check:

/ Goods received under agreed conditions. Frozen food must feel hard frozen with no evidence of thawing.
(e.9. clean, packaging intact, correctly labelled, correct temperature, date markings within 'Use by' or'Best Before' date)
/ Cold foods should be kept at 5'C or below (unless validated alternative).
/ Hot foods should be kept at 60"C or above (unless validated alternative).
/ Supplier's details included in shipment.
./ Product name and lot identified.
/ Determine if the received goods should be accepted (then stored correctly), returned, or disposed.

Gorrec{ive action / Notes

A ruck tuspec*od - cleav,
tevnperaturo ok

Condition/Temp

f ackaqe\vtact,50L

Trotevt hard

Product (name and lot)

Lheese - DD7

fro*-ovt spivach - 
"D"13

Supplier

TSToodDelivery

Time

Ob:D0

Date

e.g.
Sllilzz



Template 3 - Cooking and cooling food (examples)

Staff
initials

vvTR

AC

Strt

(T

/ Use a dean, sanitised probethermometer.

/ Ensure food is thoroughly cooked to 275'C (or equiv.) by checking the thickest part.

./ Potentially hazardous food must be cooled from 60"G to21"C within 2 hours, then cooled from 21"C to 5"G within the next 4 hours
/ Some tips to rapidly cool food include: dividing big batches into smaller portions, using blast chillers, and using ice water baths.

Corrective ac{ion/ note

.5oC\w 4 hrs, no Q hr tost ro4u\rod

D\scard prodnct, rev\ewed coolinq
procoss, chop up chickevr boforo cooltwq.

Lhr l\vn\t vtot vnot, d'\scarded. ?ov\owod,
So?. Lool undor cold ruvtn\vtqwater or
portlorn to snall covtta\vtors to cool.

5oc or
below

within 4
hrs?

(6 hrs after
start)

Yos

\es

No

Time

Temp

5:DOpn

v.b'L
Sopvn

b'c

Time

Temp

Z:3Opwr

5oc

3.oovn

17"C

3)pvn

l(p'C

321"C
within
2 hrs?

(Yes -continue
cooling)

Yes

\os

Yes

No

Time
within
2 hrs

Temp

1D:30avn

lqoc
:D0pvn

zD'c
VDpvn

u"c

7.1Dpvn

35.7

Cooling
start time

(when food
temp is
6o"c)

b:V

6D'C

1:ODawl

6D"C

1,3Oan

Q7'C

0lOavn

Q1'c

Gooked
food core

temp
(>75'C

or
equiv.)

bD.q"c

q(p"C

qo.4'L

9o\l\vq

Food

'>p\nach and

thooso p\os

Tuva
fAorvtaq

?oast
ch\ckerns

R\co

Date

3l11lzz

vllllZZ

vllllzz

4111lzz



Template 3 - Cooking and cooling food

Staff
initials

/ Use a dean, sanitised probe thermometer.

/ Ensure food is thoroughly cooked to 275"C (or equiv.) by checking the thickest part.

/ Potentially hazardous food must be cooled from 60oG to 21"G within 2 hours, then cooled from 21oC to SoC within the next 4 hours.
/ Some tips to rapidly cool food include: dividing big batches into smaller portions, using blast chillers, and using ice water baths.

Corrective action/ note

soc or
below

within 4
hrs?
(6 hrs
after
start)

Time

Temp

Time

Temp

s210c
within
2 hrs?

(Yes -continue
cooling)

Time
within
2 hrs

Temp

Cooling
start time

(when food
temp is
60'c)

Cooked
food core

temp
(>75"C

or
equiv.)

FoodDate



Template 4 - Food temperature record sheet: e.g. for food display (examples)

waro
is nak;q a

Use a clean, sanitised probe thermometer to check food temperature (or e.g. a jar of water, if checking refrigeration).
Cold foods should be kept at 5'C or below (unless validated alternative).
Hot foods should be kept at 60'C or above (unless validated alternative).

Notes

- *onparaturo qoodVu*

funvty vtoisa+

Signed

WTR

PMAMPMAMPMAMPMAMPMAMPMAMPM

vllllzz

AM

4.bo
l

4.5"L

L

oc

(pO"off

6z*C G1

yr,TR 
]w#

Corrective action taken (e.9. bain marie temperature turned up,

refrigeration unit checked by technician, food discarded, etc.)
r Called fr\dqo techniclav to chockYr\dqe 1

Date

Time

Cold unit 1

e.g. Yrldqol

Cold unit 2

Cold unit 3

Hot unit 1

e.g.halv vnar\e 1

Hot unit 2
e.g. pio warwor

Hot unit 3

Staff initials

Date

3111

lf food is not at correct tem re add notes on conective actions taken



Template 4 - Food temperature record sheet: e.g. for food display

Use a clean, sanitised probe thermometer to check food temperature (or e.g. a jar of water, if checking refrigeration)

Cold foods should be kept at 5"C or below (unless validated alternative).

Hot foods should be kept at 60'C or above (unless validated alternative).

Notes

Signed

PMAM

I

PMAMPMAMPMAMPMAMPMAMPM

Corrective action taken (e.9. bain marie temperature turned up,

refrigeration unit checked by technician, food discarded, etc.)

AM

Hot unit 2

Hot unit 3

Staff initials

Date

Date

Time

Cold unit 1

Cold unit 2

Cold unit 3

Hot unit 1

lf food is not at correct tem add notes on corrective actions taken



Template 5 - Log for 2-hourl 4-hour rule (examples)

Staff
initials

yVIR

TC

TC

DC

AC

SN

5N

./ lf food is kept between 5"C and 60'C, this temperature must be monitored and recorded.

/ Each time period that food is kept between 5"C and 60"C, add up to reach a totaltime.

/ Potentially hazardous food that has been kept between 5'C and 60'C for less than two hours must be refrigerated or used immediately
/ Potentially hazardous food that has been kept between 5'C and 60'C for longer than two hours but less than four hours must be used

immediately and not put back in the refrigerator.

/ Potentially hazardous food that has been kept between 5"C and 60"C for longer than four hours must be discarded.

2-hrl4-hr action
(re-refrigerate/
use/ ordiscard

- see below)
2ackw frrdqe I

Y A+ 1 O savtdwlchos b ack ivr

Fr\dqe 1

4 hr l\vnit, discarded lef*
bvers

owly ono left, d\scardod

?\scardod rovna\n\nq

Nrapped portiovr leff,
rnarkod wlth today's date
9, vto*od TVonrs left for
loworrow, pu* backivt
bolroovn

?lscarded rovnatw\nq

Totaltime out

3D vn\vt

t hr VO + 30 PreP
= 7hr

3 hr 30 + 30 prep

= 4hr

Zhr + LVr
= 4 honrs

4 hours

Zhr

7hr

Time back
in temp
control
(s5'c)

11:DOpnn

1:3)pvn

(o:OOpvn

3pn

1O:ODavn

lDavn

Activity
(e.9. food prep,

display, transport.)

Sandw\ch prop

Displayfor luwch ou top
>f lnvch couw*er

Rovna: ov displaq ovr top
>f lunch countor

lD saved frovn lunch,
A\splay for 4nick salo at
zvd of the daq -placed ovt

lop of coanter

guvts frovn fridqe +o

A\splaytable frovt of

rlacod havn ovt bovch for
nse for Vreakfast
cro\ssavi*s

rlacod havn on bevtch for
',tse for broa4ast
>ro\ssavtts - day Z

Time out of
refrigeration
(above 5'C)

10:3Dan

17 vtoovt

V:V)pvn

4pn

11AVn

b:DDan

b:D0awt

Date

3h1lzz

4l11l27

5l11lZZ

dh1lz7

Food

fAoat &salad
;andwlchos

Trosh reavn
filledbuvts

Sltced havn for
cro\ssanfs

Sl\ced havn for
croissavfts



Template 5 - Log for 2-hour/ 4-hour rule

Staff
initials

./ lf food is kept between 5"G and 60'C, this temperature must be monitored and recorded.

./ Each time period that food is kept between 5"C and 60'C, add up to reach a total time.

./ Potentially hazardous food that has been kept between 5'C and 60"C for less than two hours must be refrigerated or used immediately

/ Potentially hazardous food that has been kept between 5'C and 60'C for longer than two hours but less than four hours must be used
immediately and not put back in the refrigerator.

./ Potentially hazardous food that has been kept between 5"C and 60'C for longer than four hours must be discarded.

2-hrl4-hr action
(re-refrigerate/
use/ ordiscard

- see below)

Totaltime out
Time back

in temp
control
(s5'C)

Activity
(e.9. food prep,

display, transport.)

Time out of
refrigeration
(above 5"C)

DateFood



Template 6 - Cleaning and sanitising procedure

Comments

Chovn\cals, cloths, avtd qlovos
\u cupboard nnder sivtk

VLake fr osh bleach solntiovr
da\ly

/ Use warm to hot water to help remove grease etc.

/ Use an effective detergent for your application (depends on residue/equipment).
/ Ensure that the surface looks, feels, and smells clean.

/ Use a sanitiser after cleaning, for all food contact surfaces.

/ Follow the manufacturer's instructions for all chemicals.
/ Take care to not re-contaminate surfaces and equipment after cleaning and sanitisinq

Responsibility

(r+chevtharad - WP

Sanitising method

Mix Syvrl cotlcontr atod bleach iv

1DL warvn watsr \n slk (use

qloves).
Soaktrays ivr sir,rk for 5 nivs.
vtot a cloav clotVt\vtbleach
solnt\ovt avtd wipe ins\de of ba\n
vnario.

Tlaco traqs ovt cleaq toa towol on

bevch to a\r dry.

Gleaning method

f urv off power, dra\v ont
water, d\scard food lef* ivt

trays.
Rovnove trar4s avd qrids aud
pro-rinse thevn wlth warvn
water.
Wash ivr warvn soapy watar
(uso " Snpor soap" dotor qont
avd scrubber).
Pwso w cleavhot water.
W\pe \nsido of ba: vnar\o.

How
often

Da\ly

Item/
equipment

e.g.9a\vt
vnario



Template 6 - Cleaning and sanitising procedure

Comments

J Use warm to hot water to help remove grease etc.

/ Use an effective detergent for your application (depends on residue/equipment).

/ Ensure that the surface looks, feels, and smells clean.

/ Use a sanitiser after cleaning, for all food contact surfaces.

/ Follow the manufacturer's instructions for all chemicals.

/ Take care to not re-contaminate surfaces and equipment after cleaning and sanitising

ResponsibilitySanitising methodCleaning methodHow
often

Item/
eouioment



Template 7 - Cleaning and sanitisi record (2 weeks exam les

Sat

w#

(T

Fri

w#

X

Thu

w#

AC

w

Wed

LY

X

Tue

LK

(T

Mon

L(

X

Week starting datez ZllltlZZ

Sun

L(

(T

Sat

L(

X

Fri

w#

YY

Thu

w#

(T

Wed

LY

AC

X

Tue

L(

w

Mon

w#

X

Ndt

Week starting datet j4ljllLz

Sun

L(

(T

Na

Person(s)
responsible

w#, LK

AL

w

L(
Kf, w#

Frequency

Darly or after
oach nse

Neek\q

ftf+or oach

ASO

Darly

Pa\lywhou
used

Area/ equipment

lilea* sl\cer
e.9.

9aiv vnarie

Stickblovder

9onches

food processor

Supervisor to initial when task completed to satisfaction.
Use X when not used.

/ Ensure that food preparation areas/ equipment are free from food waste, dirt, grease, and odours.
/ Follow the manufacturer's instructions when cleaning specific equipment.
/ Ensure staff have the knowledge and skills to effectively clean and sanitise.
/ Don't forget less obvious areas like extraction filters, cool room ceilings, plastic door strips, toilet doors, ceiling fans, and light switches.



Template 7 - Cleaning and sanitising record (2 weeks)

Week starting date:

Sat

./ Ensure that food preparation areas/ equipment are free from food waste, dirt, grease, and odours.

/ Follow the manufacturer's instructions when cleaning specific equipment.
/ Ensure staff have the knowledge and skills to effectively clean and sanitise.

/ Don't forget less obvious areas like extraction filters, cool room ceilings, plastic door strips, toilet doors, ceiling fans, and light switches.

FriThuWedTueMonSun

Week starting date:

SatFriThuWedTueMonSun

Person(s)
responsible

Supervisor to initial when task completed to satisfaction
Use X when not used.

FrequencyArea/ equipment



Template 8 - General temperature record (multi-use) e.g. cooking, reheating, refrigeration

Checked by

vWR

vTR

yvrR

Temperature checks
/ Cold foods should be kept at 5'C or below (unless validated alternative).
/ Hot foods should be kept at 60'C or above (unless validated alternative).
J Frozen foods are'frozen hard'.
/ Cook to internal temperature of >75 (or equivalent).
/ lf food is not at correct temperature, add notes on corrective actions.

Gorrective action / Notes

Didvi't reach QOoC aftor rehea+tnq 4D vn\vts -
tnrviod bvovt tAp bV |D"C and wrll rachock wt 70 vn\ns...

ok at 11:ZD

Food
temp. "G

5

7q

53*
d3

Activity / Food / Appliance

fr\dqe 1 check

C.ooksvnall 4u\chos (ZDO'C, ZO
f,nins)

?ehoat vneat p\os to hot hold

Time

4:DD

Q:30

11:00

Date

zllllzz



Template 8 - General temperature record (multi-use) e.g. cooking, reheating, refrigeration

Checked by

Temperature checks
/ Cold foods should be kept at 5'C or below (unless validated alternative).

/ Hot foods should be kept at 60'C or above (unless validated alternative).

J Frozen foods are'frozen hard'.

/ Cook to internal temperature of >75 (or equivalent).
/ lf food is not at correct temperature, add notes on corrective actions.

Corrective action / NotesFood
temp. oCActivity / Food / ApplianceTimeDate




