
LEA-HACCP Document Checklist

General Information

This checklist is based on The USDA Guidance for School Food Authorities: Developing a School Food Safety Program Based on the Process Approach to HACCP Principals. 
Careful scrutiny of the HACCP Plan documents is required to ensure that a Food Safety plan is in place working properly.
Document Review

The document to be reviewed is the Hazard Analysis Critical Control Points Plan. This checklist should be completed by the SA and submitted to the LEA with the reviewed documents and any corrective requirements. 
	HACCP PLAN
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HACCP Plan
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Page No. 
Compliance 

_______ 1a.
Yes     No       NA
Document Ownership. Plan clearly designates the LEA of which it applies to.
_______1b.      Yes      No       NA           Site Ownership.  Plan clearly designates the LEA site of which it applies to.
_______ 2.
Yes     No       NA
Food Service Staff. Successfully identifies the name of the foodservice staff and their positions.
_______ 3.
Yes     No       NA
Food Service Equipment Inventory. Clearly identifies the type and quantity of foodservice equipment located at the facility.
4.
Documenting Menu Items According to Food Preparation Processes
_______ a.
Yes     No       NA
Menu Items. Identifies where recipes and monthly menus are kept and designates the length of time they will be kept on file for.
_______ b.
Yes     No       NA
The Process Approach. The plan assigns each menu item using Process #1: No Cook Preparation, Process #2: Same Day Service, and Process #3: Complex Food Preparation.
5.

Documenting Critical Control Points of Food Production

_______ a.
Yes     No       NA
The Process Approach. Confirms that each process within is routinely documented.
_______ b.
Yes     No       NA
The Process Approach. Acknowledges foodservice staff will have access to an explanation of the Process Approach and refresher training periodically.
6.
Standard Operating Procedures (SOPs)
_______ a.
Yes     No       NA
Facility Wide SOPs. Attached SOPs used by employees and students 






facility wide.
_______ b.
Yes     No       NA
Specific SOPs to the Food Preparation Process. Attached SOPs used during the food preparation process.
7.

Monitoring
_______ a.
Yes     No       NA
Designated Monitor.  __________________________________
_______ b.
Yes     No       NA
Monitoring. Describes within the plan the monitoring process and the frequency of such monitoring.
_______ c.
Yes     No       NA
Monitoring Checklist. Attached checklist used in monitoring. 
_______ d.         Yes     No       NA          Sponsor Food Service Manger Monitoring.  Describes within the plan the monitoring process and frequency of such monitoring that the sponsor will conduct over each site.
8.

Corrective Action

_______ a.
Yes     No       NA
 Responsible LEA.  __________________________________
_______ b.
Yes     No       NA
Procedures. Includes length of time solutions will be reviewed and updated as well assurance that training will take place to ensure resolutions to common problems.
_______ c.
Yes     No       NA
Common Solutions to Problems. Attached is a list of solutions.
_______ d.
Yes     No       NA
Log for Correcting Problems. Attached is a log used routinely. 
9.

Recordkeeping

_______ a.
Yes     No       NA
Recordkeeping. Acknowledgment of recordkeeping requirements and responsible positions.
_______ b.
Yes     No       NA
Food Time and Temperatures.  Includes receiving, holding, cooling, hot & cold logs, etc. 
_______ c.
Yes     No       NA
Equipment Temperature Logs.
_______ d.
Yes     No       NA
Review Records. Attached are Food Safety Checklist and Food Safety Program Review Checklist. 

_______ e.
Yes     No       NA
Training Logs. Attached is a log used routinely. 
10.

Review and Revising the Food Safety Program

_______ a.
Yes     No       NA
 Frequency. Clearly defines when review of food safety program will occur and properly utilizes above checklists and logs.
11.

Additional Documents/Comments:
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