
How to use this pack

Welcome to 
Safer food, better business for retailers

Is this pack for me?
This pack is for small retail businesses that sell food,
including any food that needs to be kept cold to keep 
it safe, e.g. milk.

Retail businesses that sell any food must comply with
food law.

Do you sell food that needs to be kept cold to keep 
it safe?

Yes   No  

If Yes, is your business one of these? (please tick)

• Small convenience store 

• Confectioner, tobacconist and newsagent (CTN)

• Health food shop

• Delicatessen

• Other – give details:

This pack is not suitable for specialist retailers including
butchers, fishmongers and bakers.

If No (you do not sell any food that needs to be kept
cold) this pack could be more than you are required to
do by law. But you can still use the pack if you want to.

If you are not sure if this pack is suitable for your
business, contact the environmental health service 
at your local authority.



How does this pack help me comply with 
the law?
Food safety and hygiene regulations say that you must be
able to show what you do to make sure the food you sell
is safe to eat and have this written down. The pack helps
you do this.

This pack is based on the principles of HACCP (hazard
analysis critical control point), but you will not find words
such as ‘HACCP’ or ‘hazard’ in the pack because we have
cut out all the jargon.

What if I also do some preparation or cooking 
of food?
The Cooking and preparation section in this pack is
designed for retail businesses that do certain types of
cooking and preparation.

Who should take charge of the pack?
The person who is responsible for the day-to-day running
of the business is the best person to work through this
pack. 

It is a good idea to involve other staff to help the pack
work in your business.

How does the pack work?
The pack contains sheets for you to work through and
complete. These are called ‘safe methods’.

It also contains a diary for you to fill in every day and
write down anything different that happens, including
anything that goes wrong.

Do you…

• prepare ready-to-eat foods, e.g. sandwiches?

• ‘bake off’ bought-in products e.g. sausage rolls
and pasties?

• reheat food, or keep it hot, e.g. reheating 
bought-in cooked pies?

• cook bacon, sausages or eggs?

• cook rotisserie chicken or ham?

If you do one or more of the above, you should work
through the relevant ‘safe methods’ in the Cooking and
preparation section.

But if you do any cooking or preparation of food that
is not listed above, contact the environmental health
service at your local authority for advice.



Safe method:

Personal hygiene
It is vital for staff to follow good personal hygiene 
practices to help prevent bacteria from spreading to food.

Why? How do you do this?Safety point

All staff must wear clean clothes
when handling food.  

Ideally, staff handling unwrapped
food should put on a clean apron,
tabard or something similar over
their clothes.

Clothes can bring dirt and bacteria
into food handling areas. Wearing
clean clothes, aprons etc. helps 
to prevent this (and gives a 
good impression).

Describe your staff’s work
clothes here:

Staff should not smoke, drink, eat 
or chew gum while handling food.

Staff should also avoid touching 
their face or nose, or coughing 
and sneezing.

All of these lead to staff touching
their face or mouth. Harmful bacteria
can be spread from someone’s face 
or mouth to their hands and then
onto food.

Are staff trained not to do these
things and supervised?

Yes         No

Staff should always wash their hands: 

• before handling food

• after breaks

• after going to the toilet

• after emptying bins

• after cleaning

• after handling raw meat /poultry
or eggs

• after touching a cut or changing 
a dressing

Handwashing is one of the best ways
to prevent harmful bacteria from
spreading onto food.

Do all staff know when they
should wash their hands?

Yes         No   

Staff should not wear watches or
jewellery (apart from a wedding
band) when preparing food.

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

Do your staff take off watches and
jewellery before preparing food?

Yes         No

It is good practice
for staff to have
clean hair. They
should keep hair
tied back and/or
wear a suitable
head covering, 
e.g. hat or hairnet, especially when
handling unwrapped food.

If hair is not tied
back or covered,
it is more likely 
to fall into food
and staff are 
more likely to
touch their hair.
This can spread bacteria to food,
especially if it is unwrapped.

Do your staff keep their hair tied
back or wear a head covering?

Yes         No       

The ‘Safety point’ column highlights things that are
important to make food safely.

The ‘How do you do this?’ column is for you to write
down what you do. 

In some places you only need to tick a box and in
other places write a small amount.

Pictures help to illustrate the safety points.

The ‘Why?’ column tells you why the safety point 
is important.

How to use the safe methods Front

The ‘How to stop this happening again’ column tells
you how you can prevent problems.

The ‘What to do if things go wrong’ column gives
practical tips on how to tackle problems.

If things go wrong, write down what happened and
what you did in your diary. Each safe method reminds
you to do this.

Back

Sometimes the pictures are marked with one of these symbols:          = right              = wrong



Week commencing:

M
O

N
D

AY Any problems or changes – what did you do? Opening
checks

Closing
checks

Our safe methods were followed and effectively supervised today.

Name __________________________

Extra checks

Signed __________________________

TU
ES

D
AY Any problems or changes – what did you do? Opening

checks
Closing
checks

Our safe methods were followed and effectively supervised today.

Name __________________________ Signed __________________________

W
ED

N
ES

D
AY Any problems or changes – what did you do? Opening

checks
Closing
checks

Our safe methods were followed and effectively supervised today.

Name __________________________ Signed __________________________

TH
U

RS
D

AY Any problems or changes – what did you do? Opening
checks

Closing
checks

Our safe methods were followed and effectively supervised today.

Name __________________________ Signed __________________________
FR

ID
AY Any problems or changes – what did you do? Opening

checks
Closing
checks

Our safe methods were followed and effectively supervised today.

Name __________________________ Signed __________________________

SA
TU

R
D

AY Any problems or changes – what did you do? Opening
checks

Closing
checks

Our safe methods were followed and effectively supervised today.

Name __________________________ Signed __________________________

SU
N

D
AY Any problems or changes – what did you do? Opening

checks
Closing
checks

Our safe methods were followed and effectively supervised today.

Name __________________________ Signed __________________________

Fill in the date at the start of the week.

If anything different happens or something goes
wrong, make a note of it under the appropriate day.

Each day, write your name and sign to say that all the
safe methods have been followed.

Each day, tick here to say you have completed your
Opening checks and your Closing checks – see the
Management section for more information on these.

If you do any Extra checks, make a note next to the
appropriate day – see the Management section for
more information on these.

How to use the diary
The diary should be filled in every day by the person responsible for running the business. There is also a 4-weekly
review so you can look back at previous weeks and identify any persistent problems.



Questions

What do I do next?

How do I use the ‘Working with food?’ factsheet
and the DVD with the pack?

How will I benefit from using this pack?

Do I need to keep lots of daily records?

Where can I get more information?

Work through the pack one section at a time and
complete all the safe methods that are relevant to
your business.

When you have worked through all the sections,
make sure you and your staff:

• follow the safe methods all the time

• fill in the diary every day

Use the ‘Working with food?’ factsheet to train your
staff on good personal hygiene on their first day at
work. It has been designed to help overcome
language difficulties.

The DVD will help you use the pack and train your
staff on it and there are 16 languages for you to
choose from. You do not have to work through the
DVD to use the pack in your business but it will help
you to do this.

If you would like to keep a record of any staff training
using the DVD, you can make a note of it on the
‘Staff training record’ in the diary.

Using the pack in your business will help you to:

• comply with the law

• show what you do to sell food that is safe to eat

• train staff

• protect your business’s reputation

• improve your business, e.g. by wasting less food

No, you do not need lots of daily records. Once you
have worked through the pack and completed all the
relevant safe methods, you only need to fill in the
diary each day.

This should take just one minute, unless you have
something special to write down.

It is a legal requirement to keep a record of what food
products you have bought, who you bought them
from, the quantity and the date. Usually the easiest
way to do this is to keep all your invoices and receipts.

For more information on food safety, talk to the
environmental health service at your local authority
or visit food.gov.uk/retail 

For details of other Food Standards Agency
publications, visit food.gov.uk or call the 
FSA Publications line on 0845 606 0667.



About this guidance 

This guidance follows the Government Code of Practice on Guidance. If you believe this guidance breaches the
Code for any reason, or if you have any comments on the guidance, please contact us at
HACCPTeam@foodstandards.gsi.gov.uk

This guidance was originally published in September 2005. The most recent update is November 2009 and it will be
reviewed again in March 2012.

Copyright 

The material featured in this publication is subject to Crown copyright protection unless otherwise indicated. 

You may re-use the information in the SFBB pack (not including the Food Standards Agency logos and photographs
that are the copyright of a third party) free of charge in any format or medium, under the terms of the Open
Government Licence at: nationalarchives.gov.uk/doc/open-government-licence/

This is subject to the material being reproduced accurately and not used in a misleading context. The material must
be acknowledged as Crown copyright and the source identified as the Food Standards Agency.  

Any enquiries regarding the use and re-use of this information resource should be emailed to:
psi@nationalarchives.gsi.gov.uk

Or you can write to:
Information Policy Team
The National Archives
Kew 
London
TW9 4DU

The permission to reproduce Crown protected material does not extend to any material in this publication which is
the copyright of a third party. Authorisation to reproduce such material must be obtained from the copyright
holders concerned. Please note that some of the images in this resource are third party copyright, therefore you do
not have permission to re-use them. 

Note that the Agency has produced supporting guidance about the use and re-use of SFBB, which can be found at:
food.gov.uk/multimedia/pdfs/guidancelaadaptingsfbb.pdf


