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What is the purpose of this resource?
To assist food business owners to select the records that will become part of their Food Safety 
Program. Keeping food safety records will help to monitor food safety and hygiene in your 
business.
This resource must be read and used in conjunction with the Food Safety Program Template for 
Retail and Food Service Businesses.
If you are unclear about your Food Safety Program or your records:
•  speak with an environmental health officer from your local council
•  call the Food Safety Unit at DHHS on 1800 671 738 or email public.health@dhhs.tas.gov.au
•  visit www.dhhs.tas.gov.au/peh/food_safety
If a food safety problem occurs, records are the best way to demonstrate that you did everything 
that you should have done to keep food safe.

What records will I need?
The records in this resource are designed to help you monitor the food safety practices that apply 
to your business.
You should identify the food safety practices that apply to your business using the Food Safety 
Program Template for Retail and Food Service Businesses (page 5). Each section of your Food Safety 
Program and Supplements indicates the records that you are likely to need.
1  Select the records you will use for your business.
2  Look at the example records.
3  Check each record to see if it fits the way your business operates. Some of the records in this 

pack have two versions to help you find a record that meets your needs.
4  If you think a record fits the way your business operates, use a copy of the blank form and add 

it to your Food Safety Program folder. Records can be printed from the disc included with this 
folder.

5  If the sample records in this publication do not suit your business, you can design your own.  
This might include setting out the information differently. If you use an alternative, make 
sure that:
•  you collect the same information as the example record(s) you are replacing
•  if using remote IT systems to monitor cold storage, discuss this with your local council 

environmental health officer
•  the records are accepted by your local council.

6  Summarise the records you will use in your business in the table on page 3.

Introduction
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Requirements Record-keeping forms
Record 
number 

I will use  
this record

I have created 
my own 
record

Step 1

Select each of 
these records

Approved food suppliers list Record 1

Equipment calibration log Record 5

Cleaning record options

Choose one.

Record 8.1

OR OR

Record 8.2

Step 2

Select one of 
these records

Daily diary 

Choose one.

Record 7.1

OR OR

Record 7.2

OR

If you don’t use 
the daily diary 
then select each 
of the following 
records

Goods receiving form Record 2

Storage units temperature log Record 3

Activity log options

Choose one.

Record 6.1

OR OR

Record 6.2

OR OR

Record 6.3a & 
Record 6.3b

Step 3

If you use the 2 
hour/4 hour rule, 
where food is not 
refrigerated or 
kept hot, select 
this record 

Time log Record 4

To use the records, make sure that all staff members understand:
•  what to record
•  when to record it
•  who will record it
•  who will check that records are complete
•  who will help if something goes wrong and if equipment is not working
•  where records should be stored
•  how long records should be stored for.

You may have to show these completed records to the environmental health officer from 
your local council, so you must keep them on the premises.
Review completed records to identify any problems with food practices or staff knowledge. 
You must retain the completed records for at least two years.

My records summary
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Record 1– Approved food suppliers list (example)
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EX
AMPL

E

Record 8.1: Cleaning schedule (example)

What is to be cleaned Bain-marie

How to clean Drain water from unit.
Remove and throw out food and so on from trays. 
Remove detachable trays and grids.
Rinse in warm water.
Wash in warm water with detergent, use brush and scourer as needed. 
Soak if needed.
Rinse with clean water.
Apply sanitiser and soak detachable trays and grids. 
Allow to air dry.

How often Every day after use.

Detergents and 
sanitisers

Washing liquid, bleach

Equipment Scraper, brush, scourer, detergent, sanitiser

Who will clean Kitchen hand

What is to be cleaned

How to clean

How often

Detergents and 
sanitisers

Equipment

Who will clean
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Record 8.1: Cleaning schedule 

What is to be cleaned

How to clean

How often

Detergents and 
sanitisers

Equipment

Who will clean

What is to be cleaned

How to clean

How often

Detergents and 
sanitisers

Equipment

Who will clean

Note: Do not write on this master form. Make several photocopies to put in your records folder.
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