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Volunteer
Induction and Food Safety Manual for the Griffiths Garden Community Fridge















Welcome



Welcome to your volunteer role at Love Food Hate Waste’s Community Fridge Project. I would like to take this opportunity to thank you for your time and enthusiasm towards this project. The information in this booklet is designed to give you a better understanding of the health and safety implications of your role. 
This booklet contains information and checklists, which are important to your role as a volunteer. All of this information needs to be completed as outlined to help you understand your job and work safety.
So how does this booklet work?
· This Orientation booklet provides all the information you need in order to carry out your role. It is divided into three sections: Volunteers Role, Health and Safety, Food Safety
· There are a number of procedures that need to be followed carefully and are of the highest safety importance. Please make sure that you have located these and read them. 
If you have any questions or need further assistance, please contact us. We will be happy to help you.
Kind regards,

The Love Food Hate Waste Team
info@lovefoodhatewaste.co.nz
ph 09 476 7164
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1. The project

2. What is expected of you as a volunteer

3. Induction checklist















The Project


What is a community fridge?
· A community fridge is a fridge where members of the public and businesses can donate their surplus food and other members of the public can take the food.

Why do we need a community fridge?
· New Zealand families throw away $872 million worth of food every year and cafes, restaurants and supermarkets also throw away millions of dollars’ worth of food every year.
· A community fridge enables people with excess food to easily share with people who need the food
· Many people would like to be able to donate their food to food banks but most food banks are only open during business hours when most people work.
· Many people would like to be able to access food from a food bank, but can’t take the time off work to get an appointment with WINZ and then visit a food bank. Other people are also embarrassed about admitting they need food from a food bank.
· Cities are so geographically spread out that it is time consuming for people who have excess food who live in wealthier suburbs to drive to poorer suburbs to donate their food.

Is this a world first?
· No the community fridge movement began in Spain in 2015. It now has 9 fridges in towns around Spain. Other fridges have been established in England, Belgium, Argentina and United Arab Emirates.
· The first community fridge in New Zealand began in Auckland in 2016. View it here. This project is the initiative of zero waste blogger The organiser Chapman and volunteers like yourself. The project has been financially supported by the Auckland Council Love Food Hate Waste Fund;  Envision New Zealand;  Love Food Hate Waste New Zealand with mentoring provided by WasteMINZ staff.



Role of the Volunteer


Your volunteer job involves making sure the fridge is operating to the food safety standards and is being utilized correctly. 
Please add your name to the fridge roster document the organizer sent you to any shifts you can do. The shifts are in the morning (i.e. before work), and in the evening (i.e. after work). If you cannot make it to your shift please contact the organiser beforehand. 
You will need to check the food in the fridge, clean the fridge and check the fridge temperature. 
Any inedible food will need to be unpackaged and disposed of properly in the compost and rubbish bins provided. 
Please see the daily checklist on top of the fridge for a list of tasks required. 
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1. Health and Safety in the Workplace
2. Hazards
3. Accident and Incidents
4. Emergencies
5. Fire
6. Harassment and Security






	








Health and Safety in the Workplace


In New Zealand, the Health and Safety at Works Act 2015 is a law that covers health and safety in the workplace. This includes training, induction, safe work practices, identifying and managing hazards and risks and having policies for emergencies and reporting accidents and incidents. 

The project must:
· Provide and maintain a safe environment
This means checking what could be hazardous and having a plan to reduce that hazard.

· Ensure equipment is safe for volunteers to use
This means having regular maintenance, and getting things repaired if they are not working.

· Providing volunteers  with protective clothing
This means that gloves are available if you need them.

· Ensuring that the location of the fridge  is not hazardous
This includes checking how and where waste from the fridge can be disposed of. 

· Making sure volunteers  are properly trained
This means that you should be shown how to use equipment and be aware of policies and be assessed doing those before you start volunteering.

· Have procedures to deal with emergencies
There should be policies for any emergencies that could occur. 

· Compile a hazard register
Every workplace has to assess anything that could be hazardous to workers, and put controls in place to reduce the risk to workers doing their work. This should be updated regularly and new hazards added.

· Reporting incidents or harm
An incident or harm should be reported to the organiser. 

What are the Volunteers’ responsibilities?


Looking after your own safety:
Work as you have been shown, be observant and report problems. Use the techniques you have been shown at all times.

Look after the safety of the people you work with:
Don’t fool around. Wipe up spills. Communicate about problems.

Wear the protective equipment you have been supplied with:
Use the gloves when handling any food.

Report any new hazard that you find:
Be familiar with the hazard reporting mechanisms. Report any maintenance that is needed. 

Report any accident/incident immediately:
It is important if you are injured yourself that you fill in a form and inform the person in charge.

Emergencies


An emergency is when a situation is unexpected and needs urgent attention as someone could be hurt. You may come across a car accident and someone is badly injured. 
There are many urgent situations, many of which could occur while you are volunteering; some are more likely to happen out in public, e.g. earthquake, fire, sudden collapse, electrical wires down, gas leak, bad weather (hail or lightning), chemical spill or flood. 
It is always good to be familiar with who to ring for what emergency. For instance, the Fire Service deals with gas and fire, the Police deal with crime, the Ambulance service with health emergencies (call 111) and power companies deal with electrical emergencies.  If the fridge stops working please phone XXXXX


Hazards


A hazard could be described as anything with a potential to cause harm. 
You have a duty to identify hazards and take action to prevent any harm to yourself, or visitors.There are two key ways of managing hazards: Eliminating or Minimising. 
Eliminating: This is getting rid of the hazard. If there are cables or wires tripping people, secure them down with tape. 
Minimising: This is to lessen the hazard. 
E.g. The hazard could be blocked off or screened to keep people away from it. The risk of cross-contamination of food is minimised by wearing gloves and food is only accepted if it is sealed. 
There are many different sorts of hazards: biological (virus, bacteria); chemicals (disinfectants, bleach); ergonomic (lifting, standing too long); electrical (maintenance, overloaded power points); environmental (lighting, noise, temperature); physical (moving objects, wounds, loose wires); psychological (stress, difficult visitors); organisational (poor routines, lack of training).


In the event of any accident occurring or unexpected hazard being identified, please contact 

Depending on the nature of the accident or hazard, the organiser will escalate it to XXX as appropriate. 









	




Accidents and Incidents



An accident is an event that causes a person harm or injury. Slipping on a wet floor, jamming your hand in a door is an accident.
An incident is something that happened, that could cause harm or damage equipment. For example an earthquake could knock the fridge over.





Fire



We always hope that a fire doesn’t happen but we need to be prepared if it does.  You need to know what number to ring and if a surrounding fire alarm goes off, do you need to evacuate. 
In the case of a fire, there is a fire extinguisher to put out minor fires. If you cannot control the situation, then call 111.  The surrounding area is host to different businesses and if their fire alarms go off, then you will need to evacuate the area as well. 
Harassment and Security


What is harassment?
This is behavior directed at you which is unwelcome and possibly offensive. It might take the form of sexist remarks or jokes, unwelcome touching, discrimination or abuse of a racist nature. Any of these could be spoken or written. 
What to do about it?
If at any point of your volunteer service you do not feel comfortable, please feel free to immediately leave the scene. Please contact XXX  and let him/her know what happened and what if any volunteer duties you were unable to complete.  If you fear for your immediate safety contact the police (111) immediately. The nearest police station is XXXX
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Sickness


Food can become contaminated by people who are unwell with certain infections or are carrying the organisms in or on their body. Harmful microbes can be transmitted through a sick person’s vomit and in some cases, other body fluids. 
There are procedures to ensure that any volunteer or visitor who is known to be, or suspected of being, sick does not contaminate food or food-related accessories. As a volunteer, you must ensure that the procedures are complied with.
Procedures
1. No one (including visitors) is permitted to touch the food in the fridge if suffering from vomiting or diarrhoea. 

2. Any volunteer who has had diarrhoea two or more times, or any vomiting must advise the organiser and cannot volunteer again until they have been without an episode for a period of 48 hours.

3. Any vomiting on site must be reported to the organiser. This person must be excluded immediately from all food areas and the affected area and all contaminated surfaces, including equipment and utensils, must be cleaned and sanitised. Any food that may have been contaminated must be disposed of. 














Hand Hygiene


To ensure the safety and suitability of food is not compromised all volunteers must follow appropriate personal hygiene routines. To prevent food and food contact surfaces from becoming contaminated by unclean hands, effectively cleaning hands and the use of gloves must be practiced. 
Since there will be very minimal touching of unwrapped ready-to-eat foods or raw foods, a wash station is not necessary. 
Washing Your Hands
· Clean hands, back and front and between fingers, using the cleaning wipes provided. 
· You can then sanitise your hands with hand sanitiser, however these are not effective unless hands are cleaned first.
· Put gloves on
· Repeat every time you take gloves off and before putting gloves on
· Note the nearest public toilets are XXXX
Using Gloves
Gloves do not protect food from cross-contamination (e.g. passing microbes from raw food to cooked food). Gloves just like hands, can transfer microbes from raw food, equipment, utensils and surfaces to ready-to-eat food. 
Change gloves frequently and wash hands before and after wearing gloves.
When to Change Gloves 

· After blowing your nose or sneezing
· After touching your face or hair
· If you have liquid or dirt on the gloves
· If you have touched anything outside the food area
















Cleaning


To ensure the food within the fridge is kept safe and suitable the inside of the fridge and surrounding area must be kept cleaned. Unclean equipment will enable microbes to grow, which, if they contaminate food, can make people sick. While dirty premises can attract pests, like mice, rats and cockroaches. 
All volunteers must follow the cleaning schedule below:
	To be cleaned
	Method of cleaning
	Frequency

	Removing unsuitable food
	Clear the fridge of any unsuitable food, by looking through the food donations and checking date stickers that are past two days. These food items must be removed. Then use your eyes and nose for any smelly or rotting food items. 
	Twice a day

	Fridge shelves
	Remove any food items on the shelf and wipe down with a cloth or disposable multi-purpose wipe. If the shelf has any food spillage, then you must clean the area and dispose of any contaminated food. 
	Once a day

	Outside of the fridge
	Wipe the fridge handle with a cloth or disposable multi-purpose wipe. Check food signage is intact. 
	Once a day

	Surrounding area
	Check to make sure no food items are left beside the fridge. If there are, these must be disposed of. Sweep the surrounding area with a brush and shovel to ensure no dirt or bits of food are left on the ground. 
	Once a day



Things to look out for –
· Pests
· Spills
· Rotting or mouldy food
· Broken packaging
· Unsealed food







Potentially hazardous food



**Important** Potentially hazardous food is food that must be kept at certain temperatures (at or below 5 degrees C or above 60 degrees C) to minimize the growth of harmful microbes that can be present in the food or to prevent toxins (poisons) forming in the food.



What food is potentially hazardous?
· Raw and cooked meat or foods containing raw or cooked meat, e.g. casseroles, curries, lasagna and meat pies
· Dairy products or foods containing dairy products e.g. yoghurt, custard and dairy-based desserts
· Raw and cooked seafood or foods containing seafood, e.g. seafood chowder
· Processed fruits and vegetables e.g. salads and unpasteurized juices
· Cooked rice and pasta e.g. pasta salads
· Processed foods containing eggs, beans, nuts or other protein-rich food e.g. quiche and soya bean products
Precautions around potentially hazardous foods
As volunteers, it is your responsibility to check that all food in the fridge is safe and suitable to eat. This is especially important with potentially hazardous food. We do not accept donations from the public for any of the items described above unless they come from a commercial kitchen. This is because we cannot guarantee the food has been in a temperature controlled environment before arriving to the fridge. However, we do accept donations from registered kitchens, because we can guarantee that they have followed a food safety plan. 
These foods are why it is important to do daily fridge temperature checks and inspecting stickered dates to make sure they are no later than two days old.  If the fridge temperature is above 5 degrees C or overall cooked and prepared food must be disposed of. Tins, dried goods and fruit and vegetables are still safe. 



Checking Temperatures


To ensure that food is kept safe in our fridge, twice daily fridge temperature checks must be made at the beginning of each shift. This is to ensure that the fridge is keeping the food inside at or below 5 degrees C.  Fridge temperatures must be recorded daily. What if there is a problem?
If you arrive and the fridge temperature is above 5 degrees C then you must dispose of ALL the potentially hazardous foods immediately. 
Then investigate why the fridge is not working:
-Was the door left open?
-Is the power off?
-Does the fridge need fixed?
then take  any  necessary action to fix the issue or stop it occurring again. 

	Checking Fridge Temperatures
· Keep a covered container of water in the fridge at all times

· Insert the temperature probe into the water, so the metal part is fully submerged

· Read the digital reading on the temperature probe

· Record this in the temperature records






















Receiving Food


The following checks must be made to ensure that food is received in a condition that minimizes contamination and deterioration of the food: 
· Packages are free of damage
· Fresh produce shows no sign of damage, mould or blight
· Packages are properly labelled from the manufacturer with date marks. Note tinned goods do not have date marks, only dried goods. 
· Food is not past its expiry date
· Frozen food is frozen solid when delivered with no sign of thawing or refreezing
· Food is not hot when it is put into the fridge
Food that does not meet the above requirements must be disposed of immediately. 

Waste Management



Ensure that rubbish and food waste is disposed of away from the fridge and is collected regularly, to prevent the encouragement of pests and to keep the area clean. 
Food waste is to be disposed of XXXXX



Please remove suitable food that needs to be thrown out, the food can be put in the food waste collection and the rubbish needs to be separated. General rubbish can be disposed of in XXXXX. Recycling can be disposed of XXXXX. 






Pest & Animal Control


To ensure the food is kept safe you need to get rid of anything that attract pests e.g. birds, insects and other animals) and to prevent pests from entering the area.
Checks for pests must be made daily.
Pest control equipment must be used in the case of any pest sightings or evidence of activity e.g. bait stations or insecticides or chemical sprays.
Any food that was contaminated by pests must be disposed of. 


Remove things that attract pests:
Rubbish – bins must be kept covered and rubbish removed regularly
Cleaning – Clearing and cleaning must be carried out regularly. 
Spills are cleaned up straight away
Food Storage – all food is stored in the fridge











If pests are an issue please contact XXXX
who will set up bait stations. 













Food Storage



Where possible it is important that the food stored in the fridge is separated into food type.  This is to ensure there is no cross contamination and any spillage is reduced to the bottom shelves.
	Fruit and Vegetables

These foods are accepted only if they are free from bruising, damage or mould. They should be stored in the drawers of the fridge or on the top shelf if there is not enough space and regularly checked.

	Baked Products and Bread

These products should be stored on the top shelf of the fridge or in the freezer and should all be wrapped or in a container.

	Shelf-stable foods

Packaged food, tins, jars and food in vacuum packs that usually don’t need to be kept in the fridge should be stored in the fridge for this project. They should be stored on the second shelf of the fridge or in the door.
We are accepting shelf-stable foods that are past their ‘Best-Before’.

	Ready-Made (Perishable Foods)

These should be stored on the bottom shelf of the fridge to reduce contamination if there are any spillages. Only food in containers will be accepted.



It is important that the fridge is not over stocked or else this will change the temperature of the food. Therefore, it is important to cull the food if there is too much and check the food is still suitable.





Food Labelling



It is compulsory for food labels to be placed on any ready-to-eat meals that have been donated. This is to ensure that we know when it was made, when it was made. All fresh food must be eaten within two days of this date. 

[image: ]







Allergens


We are not specially catering for people with allergens. If someone with allergens takes any food, then they do so at their own risk. 
Some registered kitchens may supply food that is allergen free and will label this with a sticker. We cannot accept food from the public that claims to be allergen free, for we cannot guarantee that it is 100% free from the allergen or from any cross contamination. 

Use-By vs Best-Before



Use-By
Use-by dates are about food safety. The date is determined by the time required for the pathogens in food to grow to levels which illness might occur. As long as the food is stored correctly and isn’t opened, it should be safe to eat before its use-by date. After the use-by date, a food can’t legally be sold and shouldn’t be eaten.
Use-by dates usually appear on perishable food like meat, poultry and deli
Best-Before
Best-before dates are about food quality. Food can be sold and eaten after its best-before date as long as it has been stored according to the instructions on the label. But it may have lost quality and some nutritional value.
You will find best-before dates on less perishable foods such as cereals, flour and canned goods.
Vulnerable People


If your immune system is low due to illness, medications, pregnancy or you are very young or elderly, then food carrying pathogens or bacteria can have a devastating effect. Levels of the bacteria, which affect vulnerable people are usually lower than the average healthy person. 
Therefore, it is very important that food is safe and suitable for vulnerable people. For this project, we are recommending that people only take packaged food, tinned or dried goods or fresh fruit and vegetables. Anything else could pose a risk to their health. 
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Checklists and Food Safety Record File










FOOD SAFETY RECORD FILE
DATE: _____________
	Cleaning and Daily Checks                                         

	What
	How

	Removing unsuitable food
	Clear the fridge by looking through the food donations and checking expiry dates and date stickers that are past two days. These food items must be removed. Then use your eyes and nose for any smelly or rotting food items. 

	
	

	Fridge shelves
	Remove any food items on the shelf and wipe down with a cloth or disposable multi-purpose wipe. If the shelf has any food spillage, then you must clean with a hot soapy cloth if possible. 

	Outside of the fridge
	Wipe the fridge handle with a cloth or disposable multi-purpose wipe. Check food signage is intact. 

	Surrounding area
	Check to make sure no food items are left beside the fridge. If there are, these must be disposed of. Sweep the surrounding area with a brush and shovel to ensure no dirt or bits of food are left on the ground. 

	Removed rubbish and food waste from area
	Separate the food from any packaging. Food waste, paper bags and paper napkins can be composted. Put these items in the food waste bucket.
General rubbish can be disposed of in XXX. Recycling can be disposed of XXXX. 

	Check for any pests and signs of pest activity
	Have a look around the fridge and check there are no signs of pests or activity. If there is bait or traps will need to be laid.

	Who checked the Fridge AM
	Name 
	Signature
	Time

	Who checked the Fridge PM
	Name 
	Signature
	

	Fridge Temperature
	AM
	Comments



	Fridge Temperature
	AM
	Comments





	Did Anything Go Wrong?

	(This section is to write down if anything went wrong and what you did about it e.g. arrived in the morning and the fridge temperature was 7C, so all the perishable food in the fridge was thrown out)








[bookmark: _GoBack]Induction Checklist – (Please tear out and give to the organiser) 
	Name:
	Telephone:

	Email:
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	1
	The Project
	
	8
	Electrical Equipment
	

	2
	Key Jobs and Responsibilities 
	
	
	Fridge
	

	4
	Work Area
	
	9
	Food Safety
	

	
	Project area
	
	
	Sickness
	

	
	Bathrooms
	
	
	Hand hygiene
	

	
	Safety equipment
	
	
	Cleaning
	

	5
	Introduction to Procedures
	
	
	Potentially hazardous food
	

	
	Checking fridge temperatures
	
	
	Checking temperatures 
	

	
	Checking fridge area
	
	
	Receiving food
	

	
	Accepting food donations
	
	
	Waste management
	

	
	Fridge storage
	
	
	Pest and animal control
	

	
	Cleaning the fridge
	
	
	Food Storage
	

	
	Disposal of food
	
	
	Food labelling
	

	6
	Documentation
	
	
	Allergens
	

	
	Health & Safety Manual
	
	
	Use-by dates vs Best-Before
	

	
	Food Safety Record File
	
	
	Vulnerable People
	

	7
	Administration
	
	
	
	

	
	Completion of new volunteer details
	
	
	
	

	
	Roster
	
	
	
	

	
	Start and finish times
	
	
	
	

	
	Sickness procedure
	
	
	
	



I acknowledge that I have received training in the procedures and agree to follow them
Signed:


	
	



Date Issued: Nov 2016, FCP Training
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