table of contents
21.
FOOD SERVICE INDUSTRY

1.1
GENERAL
3
1.2
KITCHEN (GENERAL)
4
1.3
EXITS AND ENTRANCES
5
1.4
STOCK HANDLING
5
1.5
STORAGE
6
1.6
ACCIDENTS TO THE PUBLIC
6
1.7
HAND TRUCK SAFETY
7
1.8
FOOD SERVICE SAFETY
8
1.9
KNIFE SAFETY
8
1.10
REMEMBER THESE KEY POINTS AS YOU WORK
9
1.11
KITCHEN SAFETY - MACHINE SAFETY
9
1.12
MIXING MACHINES
10
1.13
SLICING MACHINES
10
1.14
PROCEDURES FOR SLICER CLEANING
10
1.15
REMEMBER THESE KEY POINTS AS YOU WORK
10
1.16
PROCEDURES FOR LOCKOUT/TAGOUTS - FOOD PROCESSING INDUSTRY
11
1.17
KITCHEN SAFETY - FALL PREVENTION
14
1.18
KITCHEN SAFETY - BURN PROTECTION
15
1.19
FRYERS
15
1.20
KITCHEN SAFETY - STEAM CLEANING
16
1.21
PRECAUTIONS FOR STEAM CLEANING
16
1.22
REMEMBER THESE KEY POINTS AS YOU WORK
16
1.23
KITCHEN SAFETY - FIRE PREVENTION
16
1.24
REMEMBER THESE KEY POINTS WHILE YOU WORK
18
1.25
KITCHEN SAFETY - GENERAL GUIDELINES
19
1.26
GENERAL PRECAUTIONS
22
1.27
IMPORTANT SAFETY INSTRUCTIONS
22
1.28
CARE OF THE MICROWAVE
24
1.29
HAND WASHING
24


THE COMPANY
1. FOOD SERVICE INDUSTRY

THE COMPANY

RESTAURANT SAFETY RULES

1.1 GENERAL

1. Report broken or defective equipment of any kind to your supervisor immediately.  This includes burned out electric lights, cracked or broken glass counters, dividers, etc.

2. Be sure you understand the safe way to perform any task given you.  If in doubt ask your supervisor.

3. If it is necessary to move heavy objects, ask someone to help you.  When lifting, keep back upright, bend knees, and lift gradually by straightening the legs.

4. Keep floors as clean and dry as possible.  Materials dropped or spilled on the floor should be cleaned up immediately.  If this is not possible, use caution signs to warn customers.

5. Regular cleaning of floors should be done only when the store is not occupied by the public.  Clean only a small area at one time and rope off the area being cleaned.

6. Walk, don't run, in passageways, workplaces, on stairs, and in other areas.

7. Always keep your work area clear.

8. Dress sensibly for your job.  Thin shoes, sandals, high heels, loose - fitting clothing or jewelry can be hazardous.

9. KNOW your job.  If you don't understand something ask your supervisor.  Don't learn by accident!

10. Take time to do your job correctly.  The common sense safe way is the best way to do each job.

11. To prevent accident, report unsafe conditions to your supervisor immediately.

12. Get first aid for all injuries.  Report every accident to your supervisor even if no one was injured.

13. Safety signs and rules guard you from hazards.  Obey then and encourage others to do so.
14. Practical jokes very often cause serious casualties.  No horseplay on the job.  Avoid distracting others.
15. Many injuries are caused by broken or thin soles, high heels, ragged sleeves or oversize clothing.  Wear clothing appropriate for the job.

16. Remove jewelry before working around machinery or electrical equipment or when handling heavy objects.

17. Use a ladder when it is necessary to climb.  Be sure the ladder is in safe condition, set at a safe angle, and held by a fellow employee if necessary.  Don't use chairs, open drawers, boxes or other makeshift devices.

18. Don't overreach.  Stretching to reach overhead objects may result in falls or strains.

19. Report immediately any slippery or splintered floors or any floor coverings that are worn, torn, or have upturned edges.

20. When closing a cash register drawer, avoid catching your fingers inside the drawer.

21. If spindle files must be used, file papers carefully.

1.2 KITCHEN (GENERAL)

1.
Remove promptly any meat cuttings, bits of produce, etc. that may be dropped on the floor.

2.
Do not clean coffee mills, meat grinders, slicing machines, or other equipment while in operation.

3.
Pay strict attention to your work while slicing meat or other products.

4.
If your hands or the handles of any sharp tools become wet or greasy, wipe them clean before using the tools.

5.
Use a pusher stick when feeding meat into a grinder.  Never attempt to remove anything from the hopper while the grinder is running.

6.
Tools such as cleavers, saws, and knives should be kept in their proper places when not in actual use.

7.
Arrange displays of canned goods and jars on substantial platforms, not piled up on the floor.

1.3 EXITS AND ENTRANCES

1.
Be sure all exits are kept unobstructed at all times.

2.
Report to your supervisor immediately any door stops, knobs, locks, or springs on doors that are not in proper adjustment.

3.
Report to your supervisor any defective sidewalk conditions.

4.
Keep sidewalks and entrances free from water or other seasonal hazards.

5.
See that excess water within the building is mopped up immediately.

1.4 STOCK HANDLING

1.
Do not use straight blade knives for opening cartons.  Use the special tools provided for this purpose.

2.
Use a brush and dust pan for picking up broken glass, not your bare hands.

3.
Never throw scrap lumber or other materials on the floor where they can create a tripping hazard.

4.
Keep nails and other round objects off the floors.

5.
Place all flammable materials in the bins provided.

6.
Use caution when reaching into cases containing breakable materials such as any bottled merchandise, glass and crockery, to prevent cuts.

7.
Use hand or flat trucks when moving heavy objects.  Store empty trucks properly.

8.
Use leather gloves or palms when handling rough or splintery objects.

9.
Remove protruding materials, cases, and covers in an orderly manner in specified areas.

10.
Do not overload hand trucks or push them about rapidly or carelessly.

11.
When removing baling wire or metal stripping, watch out for flying ends.  WEAR GLOVES AND EYE PROTECTION.

1.5 STORAGE

1.
Plan stock storage to avoid unnecessary shifting of other materials.  And keep aisles clear.

2.
Avoid needless lifting.

3.
Place heavy stock at low levels.

4.
Prevent a cave-in.  Pile in cross-tier or pyramid fashion.  Wedge round stock to prevent shifting.

5.
Broken or damaged containers should NOT be used in a pile.

1.6 ACCIDENTS TO THE PUBLIC

If an accident occurs to a customer, assist the injured person as much as you can and get the names and addresses of, preferably, two or more persons (not employees of the store) who saw the accident.  Keep these points in mind:


1.
See that the store manager is notified immediately before the injured person leaves the premises.


2.
Don't talk about insurance or claims settlements.


3.
Don't attempt any First Aid yourself unless certified by the Red Cross or American Heart Association (if you are certified, you will be protected by the "GOOD SAMARITAN ACT".  If a person appears to need medical care, see that a physician is called.  For serious injuries call the paramedics - 911.


4.
Be courteous.


5.
Don't argue.


6.
Don't discuss defective store conditions.


7.
Attempt to learn if the injured person committed any unsafe act or had any physical disability.  For instance, was the person a cripple, wearing glasses, or wearing shoes with run down heels, etc.?  List any of these conditions in the accident report.

THE COMPANY
1.7 HAND TRUCK SAFETY

1.
Report hand trucks with broken wheels, splintered handles or other defects, to your foreman.

2.
Watch where you are going when pushing or pulling a hand truck and slow down at corners.

3.
Load the truck so you can see over and around the load.

4.
Allow clearance for your hands when moving through doorways or past other objects.  Use the truck handles.

5.
Always park trucks at a spot where people will not stumble over them; leave handles in a vertical position.

6.
Hand truck operators should wear hand toe safety shoes.

THE COMPANY
1.8 FOOD SERVICE SAFETY

Food service has a higher accident rate than such hazardous industries as chemicals.  How well do you know the hazards of your own kitchen and your job?

1.9 KNIFE SAFETY

1. You should know the right knife for the job.  Don't take chances; use the right knife for the job!

2. Knives are a major cause of cuts.  If your job calls for a knife, you should know:

3. That the knife is sharp.  Know how to clean the knife that you are using and that it is the right knife for the job.

4. Follow safe practices in sharpening knives.  When sharpening with the butcher's steel, extend hands away from you.

5. The safety guard on the butcher's steel protects you.  Be sure the safety guard is turned so that the knife blade cannot slip past and cut your hand.

6. Keep knives in the proper storage space when not in use.  If you have to lay the knife down for a minute, be sure that you leave an unattended knife in plain view so no one will accidentally place his hand on the blade or so no one will back into the point.

7. Discard a knife when its blade edge curves in, or when its blade is no longer firmly anchored in its handle.

8. Always cut food on a cutting board so that you can work efficiently without fear that the knife blade will slip when it has cut through the food.  Cutting on wood keeps the blade from slipping.  Cutting on metal, tile, or Formica, or other composition surfaces won't keep the blade from slipping.

9. If you drop a knife:  Step back and do not try to catch it.  Do not try to catch a falling knife.  When you lose your grip on a knife, it is no longer a tool.  It is a weapon.

10. Don't pass broken glass or china on to the next guy.  Be sure to dispose of the pieces in a special container reserved for broken glass, if one is provided.

11. Pick up slivers of glass with a wet paper towel, which can be discarded.  Slivers are never too small to harm someone.

12. Let your legs do the lifting while you keep the load close to your body.

13. Use a cart or dolly to move heavy loads.  Use one for the light loads, too, if considerable walking is involved.

14. Whenever you are moving goods on a cart or dolly be sure that you are able to see over or around the load.

1.10 REMEMBER THESE KEY POINTS AS YOU WORK


Safety is a matter of obeying a few basic rules and using common sense:


1.
Pay attention to what you are doing when you work with a knife.


2.
Pick up broken glass or china; don't leave it for someone else to discover.


3.
Lift heavy loads with your legs, not with your back.


4.
Remember, safety is everybody's job!


If you have any questions, ask for help.

1.11 KITCHEN SAFETY - MACHINE SAFETY

Most kitchens have various type of machines that can save you time and effort.  They help give better service to your customers.

But all kitchen machines are dangerous, if they are not operated properly.  They can do to you, what they were designed to do to a hunk of beef if you don't keep your mind on the job.  So pay attention and follow the rules below.

1.
Only trained and authorized employees are allowed to operate machines:  that includes reviewing the rules once in a while to be sure you don't forget anything.

2.
Don't wear loose garments, ornaments, or anything else that might get caught or snag in machines.

3.
Your attitude is most important.  Keep your mind on what you are doing.  Allowing your mind to wander while operating a machine is like turning your back on a lion.  Concentrate on what you are doing while operating a machine.  No matter how well you know your job, a machine is still dangerous.

4.
Check to see that the machine's switch is off before you plug in its power cord.

5.
Before you plug in a machine, be sure that your hands are dry and that you are standing on a dry floor.

6.
Always have safety guards in place before you turn on the machine.

7.
When using a grinder, push food with a plunger.  Never use your hands.

8.
If a machine jams, shut it off before you do anything else.  Then, use the proper tools to free it.

9.
When a machine does not run properly, report it to your supervisor.  Do not adjust or modify the machine without permission.  Machines are expensive to repair.  They should not be tampered with by amateur repairmen.

1. The first step in cleaning a machine is to disconnect the power cord.  If you just flip off the power switch, the machine could be turned on accidentally.

1.12 MIXING MACHINES

1.
When you are going to operate a mixing machine, check to see that the mixing attachment is locked into place.

2.
Make sure that the mixing bowl is clamped firmly into place also.  If you don't have everything locked in place on a mixing machine, parts and food might get thrown all over the kitchen.

3.
Before turning on the switch, have personnel stay in the clear.  Watch for any loose parts.  Make sure the SPEED of the machine is proper before turning away.

4.
Never leave the area unattended.

5.
Keep others away from an operating machine.

1.13 SLICING MACHINES

1.
On meat slicers, the portion of the blade not being used for cutting must be guarded at all times.  The moveable table must include a device to hold meat, and provide a hand-hold protected from the blade on the non-automatic slicers.

2.
When you have finished cleaning a slicing machine, leave the blade closed and the adjuster on zero.  See the guide below for the procedure to use in cleaning a slicing machine.

1.14 PROCEDURES FOR SLICER CLEANING

1.
Move the adjuster to zero; this forces the blade against the plate.

2.
Rotate the blade with a towel (to protect your hand) held at the back of the blade.

3.
Wipe the front side of the blade from center towards the outside edge.

1.15 REMEMBER THESE KEY POINTS AS YOU WORK


Think safety all the time.


Learn the proper operation of kitchen machines now, NOT during a rush hour.  A machine accident often causes a major injury.


If you have any question, ask your supervisor.  Be sure that you understand the safe operation of kitchen machines.

1.16 PROCEDURES FOR LOCKOUT/TAGOUTS - FOOD PROCESSING INDUSTRY

The following procedures are to be strictly followed for machinery and/or equipment lockout/tagout used during inspection of energized equipment.

Purpose: This procedure is for the purpose of meeting safety requirements under OSHA. It is also to establish procedures to assure safe inspection, maintenance and cleaning of equipment at this location.

Procedure for equipment plug-to-outlet disconnects: During sanitation inspections, maintenance and cleaning involving such equipment the power supply must be disconnected at the plug. Power throughout these procedures refers to both electric and compressed air sources.

The following precautions must be followed.

1) The power line must be unplugged with the connection left in view or in the hand of the person performing the cleaning or inspection.

2) The person who is cleaning, maintaining or inspection must then determine that residual energy is dissipated by turning on the machine. If there is no residual energy/power then the cleaning or inspection may begin.

3) During the cleaning, maintaining or inspection the plug must be under the exclusive control of the person cleaning or performing the inspection. Should the individual require a plug isolating device to achieve sole control, it will be provided. This device will be securable by a padlock.

4) Upon completion of the cleaning, maintaining or sanitation inspection any applied padlock must be removed immediately from the isolating device.

5) Following cleaning, maintaining or inspection the machine and/or equipment may be connected by company personnel.

Procedures to follow for directly energized equipment and/or machinery:

1) To allow for cleaning or maintaining equipment a padlock is provided to the person cleaning/maintaining, to lockout the energy source for equipment listed below. During sanitation inspections the person performing the inspection must have control of the lockout and apply the padlock. When FSIS personnel are present and performing sanitation tasks, the company agreement procedures will be followed. (If it is necessary to energize the machine/equipment to complete cleaning or sanitary inspection, energizing and isolating must be under the exclusive control of the individual performing the cleaning, maintenance or inspection.) The issued padlocks are stored in the lock box in the office next to the processing room access door.

2) Following isolation of the energy supply, the machine and/or equipment must be checked for residual energy. Turn off the power switch until no parts are moving. Upon cessation of movement turn off the switch.

3) Perform required tasks.

4) Check that all power switched are off.

5) Remove padlock from the isolation device.

6) Switch no power and check that machinery is functioning properly.

Training: All persons cleaning, maintaining, performing sanitation tasks of, machinery/equipment must be trained in the procedures given above. A log signed by each person trained must be maintained as part of this procedure. The individual must sign on the log each time they are retrained. Retraining will be done a minimum of each six months. Only a person who has been trained within six months may perform cleaning, maintenance, and/or sanitation inspections of energized machinery/equipment.

LOCKOUT PROCEDURE TRAINING LOG


The signees listed below acknowledge that they have been trained in the company’s lockout/tagout safety program. They have had an opportunity to ask questions in regard to implementation of the program in the performance of their duties and understand it. The signees also realize that failure to follow the procedures and perform their duties in a safe manner can result in termination of employment. 

Name




Date

Signature






1.17 KITCHEN SAFETY - FALL PREVENTION

The three most common places where falls occur are floors, stairs, and when climbing.  It is everyone's job to make sure that these areas are kept free of any obstacles and are safe not only for yourself but for your fellow workers too.

The floor is the greatest cause of falling accidents in a kitchen according to national insurance statistics.  If you do not follow simple safety precautions, the floor in your establishment can be as dangerous as a mine field.

1.
Proper footwear for both men and women will prevent many falls.  Both should wear shoes in good condition with rubber heels.  Women should wear shoes with flat heels.  Flat heeled shoes not only add to your comfort, but they help to insure against your tripping or falling.

2.
There are two simple rules to follow to make sure that your floors are maintained in safe condition:


If you spill something, it is your responsibility to wipe it up.


If you drop something, it is your responsibility to pick it up.

By following these two rules, you will reduce the major causes of kitchen falls and protect yourself and your fellow employees.

3.
If you spill grease, use a dry towel or piece of burlap to wipe it dry immediately.  Next, sprinkle salt over the area to provide traction.  By doing this you will protect everyone working in the kitchen from slipping.

4.
When mopping is necessary, mop with warm soppy water to soak up dirt and grime.  After mopping with warm soapy water, always dry mop immediately, removing excess soap and water.

5.
After mopping, you should place a sign and warning cones to identify the wet area.  A sign will warn others that the area is wet and slippery.  It can easily be removed once the area is dry.

6.
Broken flooring, loose stair treads, or damaged ladders are all hazardous when not maintained in good condition.  Report any damages you spot to the management.  Your management will make sure that any hazards are eliminated as quickly as possible.

7.
Make sure that any staircase area is properly lit so you can see your way as you either descend or ascend the stairway.  It is important that you can always see where you are going when you are climbing stairs to avoid falling.

8.
If you have to climb to reach a high shelf,. DO NOT USE THE SHELVING AS A LADDER.  Use a ladder to reach high shelves.  Boxes or crates are never sturdy enough for climbing and too easy to fall from.  Only a ladder is strong and safe enough.

9.
When you use a ladder, first check the ladder to make sure that it is strong enough and that it is clear of any dangerous obstacles.  After placing the ladder securely, you should test it with your weight.

10.
Place the ladder close to where you are going to work, but be aware of other hazards such as swinging doors, pedestrian traffic, etc.  it is always best to place a ladder where no door can swing open and hit it and where no one will accidentally run into it.  However, if you must use a ladder in a busy passageway, have someone stand at the foot of the ladder to warn others.

11.
When carrying a load up or down stairs, you should be able to see your feet.  If your load is so big as to impair your vision, you will not be able to see any obstacles that might be in your way.

1.18 KITCHEN SAFETY - BURN PROTECTION

A commercial kitchen is usually full of hot spots:  scalding liquids, gas burners, and live steam.  Kitchen workers need heat for cooking and for keeping their kitchen clear.  stoves, steam valves, and hot water are important to you when you work in a kitchen, so it will pay you to learn safe practices when using them.

The following rules will help you avoid situations in which you or one of your fellow workers can be burned.  Read and follow them carefully.

1.
When working with any steam equipment, remember to open valves slowly and watch out for exposed steam pipes.

2.
Another source of hot steam is a covered pot on the stove or a pan covered with plastic wrap coming out of the steamer or microwave.  When lifting off the cover, lift the edge away from you first to permit the steam to escape away from your face.

3.
When a pot is steaming, its contents are scalding hot.  To avoid burns, you should use a long handled tool for stirring.  Use a long handled stirrer and hand protection, of necessary.  Remember, too, don't fill the kettle all of the way to the top.  Leave some room so that the contents won't splash or boil over.

4.
You should be extra careful if you must light a gas oven, and even a range.  It is possible for unburned gas to accumulate in an oven or other hidden places.  Before turning on the gas leave the oven door open for a moment for ventilation in case gas has accumulated.  Next, check that the pilot light is burning before turning on the gas.

5.
When handling hot containers, use a dry towel (or oven mit).  Do not use a wet towel because a wet towel conducts heat.  do not use just your apron.

1.19 FRYERS

1.
Hot fat from fryers and kitchen stoves can cause not only serious burns, but can also start fires.

2.
Fill the deep fat fryer only deep enough to cover the food you usually cook.

3.
Do not drop or toss the food into the fryer after the basket in the fat.  Always use the basket to lower foods into the hot fat.  This is particularly important when you are cooking frozen food.

1.20 KITCHEN SAFETY - STEAM CLEANING

Follow the precautions listed below.  Also, before beginning to clean with steam, wear the proper clothing:  Protective boots, clothing, and gloves should be worn when steam cleaning.

1.
If there are any steam leaks, you should report any leaks in the steam system to your supervisor immediately.

2.
Watch out for the little things when in a kitchen especially around a stove or oven.  Even a pan on the stove can be very dangerous.  Somebody might hit the pan handle and get splashed with hot liquid.

3.
Help others avoid burns by always warning them when something is hot and by keeping your mind on the job.  Don't let distractions cause you to be reckless.

1.21 PRECAUTIONS FOR STEAM CLEANING


1.
Make sure area is clear of personnel; barricade, if necessary.


2.
Wear protective clothing.


3.
Do not leave the steam hose unattended while pressure is on.


4.
Check that electrical connections in the area are waterproof.


5.
Return the hose to its holder rack when you are finished.

1.22 REMEMBER THESE KEY POINTS AS YOU WORK


Have a healthy respect for all sources of heat.


Make it a habit to warn others when something is hot.


Think safety at all times.


If you have any questions, ask your supervisor for help.

1.23 KITCHEN SAFETY - FIRE PREVENTION

In a kitchen, open flames, electrical equipment in continuous use, cleaning solvents, and other flammable liquids, all tend to create fire hazards.  It is not enough to make up your mind to be careful.  Fire can break out for no apparent reason, though there is always a reason for it happening.  You must learn and know by heart exactly what your responsibilities are if a fire occurs.

You must also know what procedures will prevent a fire from occurring.  Your job and your life are in danger if the place where you work is unsafe.  Help keep it a safe place by being alert to possible hazards.

The following safety rules and procedures will provide you with some of the most important information you should know.  You should be familiar with this information and follow it closely.

1.
Fire prevention is the responsibility of management and all employees.  Many tasks when performed properly reduce the risk of fire.  You have a responsibility to be on the lookout for potential fire hazards.  Be sure to notify your supervisor of any you find.

2.
Grease buildup is probably the most dangerous fire hazard.  But this and other hazards can be avoided:  grease buildup by regular cleaning; pilot light by periodic inspection; and oily rags by proper disposal methods.

3.
Rags should be laundered or kept in a metal container with a lid until recycled.  Spontaneous combustion occurs in oily rags because the oxygen in air can readily attack the oil absorbed by the fibers of the rags.  The chemical reaction produces heat, which can ultimately ignite the cloth.

4.
More than 20% (percent) of kitchen fires are electrical in origin; that's one in five.  The important thing to remember is that electrical equipment can cause fires.

5.
Check for damaged electric power cords or other faulty electrical equipment, including thermostats on deep fat fryers.  Do not attempt to repair equipment without your supervisor's permission.

6.
One of the most common causes of fire is CARELESS smoking.  "NO SMOKING" signs have been posted for good reason, one of which is to protect your job.

7.
Be sure that cigarette butts are completely extinguished before you empty an ashtray into a wastebasket or trash can.

8.
The carbon dioxide, dry chemical, or form fire extinguishers is suitable for fires involving grease and other flammable liquids.  The water type of fire extinguisher is not suitable because the stream tends to scatter the grease and spread the flame.

9.
When fighting a grease fire with an extinguisher, aim the nozzle at the leading edge of the blaze and work nozzle from side to side at the base of the fire.  Directing it into the burning liquid may force the fire to spread more.  Be careful not to place the horn of the extinguisher closer than twelve inches to the fire.

10.
Baking soda is not recommended for extinguishing kitchen fires because of the danger of confusing it with baking powder or other powdery substances which would explode on contact with the fire.  If you are absolutely certain that you know what you are doing and use safe procedures, such as providing a special container for it (with proper labeling).  You can use baking soda, for extinguishing small flare-ups on grills.  In any event, be sure to know where the approved fire extinguisher is and be ready to use it in an emergency.

11.
The least messy extinguisher for a small kitchen fire is a carbon dioxide (CO2) type.  Water, foam and dry chemical units may be essential to fight larger fires.  But they will ruin any food they contact and may damage equipment besides.

12.
Know how to report and fight a fire.  Know where the fire extinguishers are and how to use them.  Know what kind of fire alarm system is part of your workplace.  Not all fire alarms signal the fire department.  Some are only local alarms (outside bell only).  Be sure you know which kind your place of business has.

13.
Most modern kitchens have automatic extinguishing systems installed in the exhaust hood over the cooking equipment.  In some cases like fryers and salamanders, a spray nozzle has been installed directly over the equipment.  You should know how automatic extinguishers work and where their controls are located.  Most automatic systems can also be operated manually.

14.
Electrical fires are doubly hazardous.  In addition to the fire, there is the presence of the very serious problem of electrical shock.  If at all possible, turn off the electricity.  Be sure you know which switch turns off the power in your area.  Don't turn off the main switch because you could create panic by turning off all the lights.

15.
In case of a fire on the grill, range, or deep fat fryer, turn off the appliance, if possible, and call the fire department.  Even if you get the fire under control, you must notify the fire department.  You cannot take chances with the possibility of the fire breaking out again.

16.
If you have any questions regarding fire prevention or your responsibilities, discuss them with your supervisor.  It is often possible for him to arrange for you to attend a demonstration by a fire department representative.

1.24 REMEMBER THESE KEY POINTS WHILE YOU WORK

1.
Fire prevention begins with good housekeeping.  Here are some important hazards to watch out for:


a.
Grease buildup on floors, walls, and equipment.


b.
Dirty hood and duct systems, including filters.


c.
Oily rags.


d.
Smoking in unauthorized areas.


e.
Careless handling of cigarettes and ashtrays.


f.
Damaged or worn electric power cords.


g.
Problems with deep fat fryers.


h.
Improperly operating pilot lights.

2.
Know where fire extinguishers are and how to operate them properly.

3.
Know exactly what to do in case of fire:


a.
Turn off any appliance involved, if possible. 


b.
If there is an electrical fire, turn off the power.


c.
Know how to use and how the fire alarm works.


d.
Know how to phone the fire department.


e.
Know where the exits are located and how to leave building.


In the event you must report a fire by phone, be ready to give the correct street address, including the nearest cross street, and the kind of fire you are reporting.  Keep calm and speak distinctly.  If an emergency occurs and instructions are not posted near the phone, find out from your superior what the correct procedure is.

1.25 KITCHEN SAFETY - GENERAL GUIDELINES

1.
Keep floor surfaces clean and free of cracks or holes.

2.
Keep aisles adequate for movement of personnel and material.

3.
Make sure machines are securely anchored to the floor and properly guarded.

4.
Use care when cleaning sharp kitchen tools.

5.
Sharp kitchen tools must be correctly handle and properly stored.

6.
Kitchen tools should be easily accessible for safe handling.

7.
Maintain adequate lighting in all work and storage areas.

8.
Use only work tables that are substantial and sufficient size for the work being done.

9.
Electrical wiring for fixed machines and equipment should be in conduit, with proper size fuses or circuit breaker.  Don't over load circuits.

10.
Use of extension cords or temporary wiring is discouraged.

11.
All electrical outlets, switches and cords must be maintained to code.  Don't make unauthorized changes.

12.
Motors for equipment should be maintained in clean areas, free of lint or other debris, and in well ventilated areas.

13.
Bulk storage areas must be maintained in a clean, orderly, and well arranged manner.

14.
Dry product storage should be organized such that heavy containers are on the lower shelves within easy reach.  Light products can be stored on the upper shelves.

15.
Hand trucks, dollies, and carts must be properly used, maintained, and stored.

16.
Report any problems with refrigeration equipment immediately to your superior.

17.
Make sure the exhaust fans over cooking equipment are turned on while cooking.

18.
Always cook when the filters are in place in the exhaust hood.

19.
Filters should be cleaned at least weekly or as the cooking load demands.

20.
Keep grease traps clean, and dispose of excess grease in the proper container.

21.
Never use pressurized cooking equipment without being properly instructed.

22.
Always place trash or waste in the proper receptacle, i.e., garbage, trash, glass, etc.

23.
Only use food service carts that are in good working order, that move easily, and in good condition.

24.
When moving a cart, employees you must "push" not "pull" the cart.

25.
Cracked or chipped glass or chinaware must be discarded in the proper container.

26.
Always maintain food storage to control contamination.

27.
Dairy products, meats, and other refrigerated items must be maintained at the proper temperature to minimize spoilage and possible sickness.  Make sure the temperature of refrigeration units is 40 F (degrees) or below.

28.
Hot foods must be maintained heated at all times, at least 180 F (degrees) in order to maintain bacteria free conditions.

29.
Do not allow hot or cold foods to remain at room temperature any longer than necessary in the food preparation process.

30. Serving china, glassware and silverware must be properly washed and disinfected.  Always make sure the dish water is hot (at least 200 F degrees).

31.
Always wear a hair net or equivalent protection when handling foods to keep the food from being contaminated.

32.
Always make sure food in the refrigerator is covered to prevent contamination.  Even food on display must be covered.

33.
Cold storage rooms must be maintained so that at least one door can be opened from the inside at all times.  Or a sign warning of this hazard and an electrically operated and audible signal system which can be operated from inside the room must be maintained.

34.
The light in cold storage rooms must be maintained so that it has constant illumination or with a switch control that can be readily located in the dark.

35. A fireman's type axe must be kept in each cold storage room near the door for emergency use.
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MICROWAVE OVEN SAFETY

1.26 GENERAL PRECAUTIONS

1. Do not attempt to operate the oven with the door open since open-door operation can result in harmful exposure to microwave energy.  It is important not to defeat or tamper with the safety interlocks.

2. Do not place any object between the oven front face and the door or allow soil or cleaner residue to accumulate on the sealing surfaces.

3. Do not operate the oven if it is damaged.  It is particularly important that the oven door close properly and that there is not damage to the:

a. Door (bent),

b. hinges and latches (broken or loosened),

c. door seals and sealing surfaces.

4. The oven should not be adjusted or repaired by anyone except properly qualified service personnel.

1.27 IMPORTANT SAFETY INSTRUCTIONS

When using electrical appliances basic safety precautions should be followed, including the following:

WARNING:
To reduce the risk of burns, electric shock, fire, injury to persons, or exposure to excessive microwave energy.:

1.
Read all instructions before using the appliance.

2.
Read and follow the specific "PRECAUTIONS TO AVOID POSSIBLE EXPOSURE TO EXCESSIVE MICROWAVE ENERGY".

3.
This appliance must be grounded.  Connect only to a properly grounded outlet.

4.
Install or locate the appliance only in accordance with the installation instructions.

5.
Some products such as whole eggs and sealed containers - for example, closed glass jars - may explode and should not be heated in this oven.

6.
Use this appliance only for its intended use as described in the instruction manual.

7.
As with any appliance, close supervision is necessary when used by children.

8.
Do not operate this appliance if it has a damaged cord or plug, if it is working properly, or if it has been damaged or dropped.

9.
This appliance should be serviced only by qualified service personnel.  Contact nearest authorized service facility for examination, repair or adjustment.

10.
Do not cover or block any opening on the appliance.

11.
Do not use outdoors.

12.
Do not immerse cord or plug in water.

13.
Keep cord away from heated surfaces.

14.
Do not let cord hang over the edge of the table or counter.

15.
When cleaning surfaces of the door and oven that come together when closing the door, use only mild, non-abrasive soaps or detergents applied with a sponge or soft cloth.

16.
To reduce the risk of fire in the oven cavity:


(a)
Do not overcook food.  Carefully attend (monitor) appliance if paper, plastic, or other combustible materials are placed inside the oven to facilitate cooking.


(b)
Remove wire twist-ties from paper or plastic bags before placing bag in oven.


(c)
If materials inside the oven should ignite, keep the oven door closed, turn oven off, and disconnect the power cord, or shut off power at the fuse or circuit breaker panel.  Do not open door except to extinguish fire with an extinguisher; but be extremely careful.  Call the fire department - 911.

17.
Do not pop popcorn in your microwave oven unless in a special microwave popcorn accessory or unless you use popcorn labeled for use in microwave ovens.

18.
Do not cook without the glass tray in place on the oven floor as food will not cook properly.

19.
The metal wire rack (shelf) should be used only when properly installed in the brackets provided, otherwise damage to the oven could result.
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1.28 CARE OF THE MICROWAVE

1.
Do not attempt to tamper with or make any adjustments or repairs to the door, control panel, safety interlock switches, or any other part of the oven.  Repairs should only be done by a qualified service person.

2.
Keep the inside of the oven clean.  Food particles or spilled liquids stick to oven walls and between the door seal and door surface.  This material will absorb microwaves and reduce efficiency of the oven.  Wipe up all spills with a damp cloth.  Mild detergent may be used if the oven gets very dirty.  Do not use harsh detergents or abrasives.

3.
It is occasionally necessary to remove the glass tray for cleaning of the tray or oven.  To prevent breakage, do not place tray into water just after cooking.  The tray is also heavy and can be broken if dropped.  Wash it carefully in warm, sudsy water or in a dishwasher.

4.
The outside surface of the oven should be cleaned occasionally with soap and damp cloth, rinsed, and dried with a soft cloth.  To prevent damage to the operating parts inside the oven, water should not be allowed to seep into the ventilation openings.

5.
The door window should be washed with very mild soap and water.  Be sure to use a soft cloth to avoid scratching.

6.
If steam accumulates inside or around the outside of the over door, wipe with a soft cloth to remove.  This condition may occur when oven is operated during periods of high humidity and in no way indicates microwave leakage.

7.
Wipe off immediately anything spilled in the oven to avoid the possibility of staining.

8.
Do not cook directly (use proper cooking utensils) on the glass tray unless indicated in cookbook.

9.
Never operate the oven without food or water in it as this may result in damage to the magnetron tube or energy - absorbing glass tray.  A cup of water left in the oven when it is not in use will safely absorb this energy if the oven is accidentally turned on.

10.
Do not dry clothes or wet newspapers in the oven in order to avoid possibility of fire.

11.
To replace the oven light:


Let lamp and lamp cover cool completely, then:



Step 1.
Turn off oven and remove plug from electrical outlet.



Step 2.
With a phillips screwdriver, unscrew oven light cover on the side of cabinet exterior.  Do not remove any other panels from the unit.



Step 3.
Replace the old oven light with a new 125V, 25W light bulb.



Step 4.
Re-attach the oven light cover to the cabinet.

1.29 HAND WASHING

1.
All personnel should clean their hands before eating, drinking, and smoking, before and after using the toilet facilities, and before going home.

2.
Kitchen personnel working in Customer USE/VISITING areas must wash their hands as necessary.

3.
The following guidelines must be followed when hand washing:


a.
Remove jewelry, rings and wristwatch.  The wearing of jewelry is not recommended.  These items are potential carriers of bacteria and growth as well as a hazard to finished surfaces of the hospital.


b.
Roll long sleeves above the elbows.


c.
Position you hands downward, below your elbows while washing to prevent the spread of organisms up the arms.


d.
Position your hands upward, above your elbows during rinsing.  Rinse from fingertips down towards the elbows.
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