REGIONAL KITCHEN | SOP-04 CORE OPERATIONAL SOP LIBRARY
SOP-04 | Regional Kitchen / Finishing Kitchen Core Operational SOP Library
Interim modular operating manual for receiving, storage, production, packaging, distribution, finishing-kitchen operations, sanitation, equipment checks and record control.
	INTERIM CONTROL
	This document is a turnover operating baseline built from the Regional Kitchen turnover binder, reviewed Operational Support scope, existing branch SOPs, and current mission tools. It is not final policy where State, Department of Health, HACCP, manufacturer, contract, facility, or other formal approval is still required. Final approved sources supersede this interim language through document control.


Document Control and Use
	Document ID
	SOP-04

	Status
	Interim Turnover Baseline

	Distribution
	Regional Kitchen / Finishing Kitchen operating leadership and designated staff

	Approval
	Pending applicable State / food-safety / regulatory / contract acceptance

	Related Register
	SOP-01_RK_FK_SOP_Register.xlsx

	Training Crosswalk
	SOP-03_SOP_Training_Competency_Crosswalk.xlsx


Use this library as a modular baseline. Staff should use the current approved source identified in SOP-01 / DATA-01 when a module is superseded. Mandatory food-safety requirements come from the final approved HACCP, applicable regulatory direction, approved branch procedures, and current product/equipment sources. Local work instructions may explain how to execute those requirements but may not weaken or replace them.
	NON-NEGOTIABLE
	No food-safety critical limit, chemical concentration/contact time, equipment parameter, allergen rule, or regulatory approval should be invented from this interim manual. Insert the final approved value/source before the affected module becomes effective.


How Each Module Is Used
Confirm the SOP ID/title and current revision in SOP-01 before use.
Complete applicable training/competency requirements in TRN/SOP-03 before independent work.
Use required forms/logs at the time work is performed; do not recreate missing evidence later from memory.
Stop and escalate when a required source, limit, approval, equipment condition or record is missing for a food-safety/critical task.
Record deviations/corrective action in the governing SAFE/LOG/TEST/DATA control and update this library only through approved change control.
SOP-ADM-001 - Controlled SOP Use, Revision and Document Access
	Purpose
	Ensure staff use one current approved procedure and can reconstruct changes.

	Applies To
	RK & FK

	Responsible Roles
	Program/operations leadership; document owners; managers

	Primary Sources
	SOP-01; DATA-01/02/03/04

	Required Records
	SOP-01 register; DATA-02 change log; archive record

	Training / Competency
	Procedure briefing for managers/document owners

	Validation
	DATA-04 hyperlink/version validation and periodic folder review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Use controlled source-of-truth.
confirm current file.
remove/mark obsolete copies.
route revisions through owner/approver.
archive prior baseline.
update training/tests/links when impact exists.
Control / Stop Points
Do not approve a procedure by filename/date alone; use the designated controlling register/source.
Do not leave competing active versions in local folders or manager devices.
	TURNOVER NOTE
	Contractor documents become controlling only after State acceptance and documented supersession.


SOP-ADM-002 - Daily Start-Up / Shift Readiness
	Purpose
	Confirm critical prerequisites before production, dispatch, receiving or service begins.

	Applies To
	RK & FK

	Responsible Roles
	Manager/supervisor; designated shift leads

	Primary Sources
	SOP-02; TEST-04; MENU; EQUIP; SAFE; TRN

	Required Records
	Shift/start-up checklist or local equivalent

	Training / Competency
	Role-based manager/lead training; equipment/food-safety competency as applicable

	Validation
	Pilot/TEST evidence and recurring start-up review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Confirm staffing/qualified roles.
utilities/equipment.
approved menu/production plan.
required ingredients/product.
sanitation/readiness.
current logs/forms.
route/receiving plan.
unresolved critical issues.
manager go/no-go.
Control / Stop Points
Any opening/safety/food-safety blocker requires pause/escalation before affected activity begins.
Do not bypass missing qualification, unavailable critical equipment, or unapproved food-safety source by verbal workaround.
	TURNOVER NOTE
	Site-specific checklist may be shorter but must preserve the same control points.


SOP-ADM-003 - Shift Closeout and Required Record Review
	Purpose
	Close the shift with complete records, product control, equipment status and assigned follow-up.

	Applies To
	RK & FK

	Responsible Roles
	Manager/supervisor; production/FK/logistics leads

	Primary Sources
	SAFE-02; MENU-02; LOG; DATA; TEST-03

	Required Records
	Production/service records; SAFE logs; discrepancy/issue records

	Training / Competency
	Manager/lead closeout training

	Validation
	Spot-check records; TEST-02/03 during pilots

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Verify production/service quantities.
review required food-safety/logistics records.
confirm leftover/product disposition.
reconcile reusable assets where applicable.
identify missing records/deviations.
assign corrective actions.
secure equipment/product.
transfer critical information to next shift.
Control / Stop Points
Do not sign off a record set known to be incomplete without documenting the gap/escalation.
Food-safety deviations follow approved corrective-action/product-disposition authority.
	TURNOVER NOTE
	Retention location/duration must follow final policy.


SOP-RCV-001 - RK Receiving and Product Acceptance
	Purpose
	Receive only authorized product in acceptable condition with complete traceability and discrepancy control.

	Applies To
	RK

	Responsible Roles
	Receiving/warehouse role; manager; food-safety support

	Primary Sources
	Contract 2.1.3.3; PROC; SAFE-02/03

	Required Records
	Receiving log; delivery/purchase record; rejection/discrepancy record; lot/trace record

	Training / Competency
	Receiving, traceability, food-safety and material-handling training

	Validation
	Pilot receiving observations; periodic receiving QA

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Confirm scheduled delivery/vendor/purchase.
verify identity/specification/quantity.
perform required condition and food-safety checks using approved method.
capture lot/date/source data.
accept/hold/reject.
move accepted product promptly to proper storage.
communicate shortage/rejection affecting production.
Control / Stop Points
Use final approved receiving criteria/temperature standards; this interim SOP does not create limits.
Unknown/untraceable, compromised, or otherwise nonconforming product is controlled pending authorized disposition.
	TURNOVER NOTE
	Existing procurement/vendor requirements remain controlling for purchasing decisions.


SOP-INV-001 - FIFO, Dating, Storage and Labeling
	Purpose
	Preserve product identity, rotation, storage control and traceability.

	Applies To
	RK & FK

	Responsible Roles
	Receiving/warehouse/FK staff; managers

	Primary Sources
	Contract 2.1.3.2; SAFE-03; approved HACCP

	Required Records
	Inventory/storage records; labels; trace references

	Training / Competency
	Inventory/storage and food-safety training

	Validation
	Site readiness + routine storage review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Label/determine identity and date per approved system.
store by required condition/zone.
separate incompatible/allergen/raw/ready-to-eat products as directed by approved food-safety plan.
rotate oldest usable product first.
maintain lot/batch/source visibility.
routinely inspect storage condition.
control expired/damaged/questionable product.
Control / Stop Points
Never relabel in a way that destroys source lot/traceability.
Storage temperatures/segregation rules come from approved food-safety and product sources.
	TURNOVER NOTE
	Contract requires procedures available for training before kitchen start.


SOP-INV-002 - Inventory Control and Reconciliation
	Purpose
	Maintain current on-hand information and identify discrepancies before they disrupt production/service.

	Applies To
	RK & FK

	Responsible Roles
	Managers; warehouse/inventory staff; FK ordering role

	Primary Sources
	Contract 2.1.3.5; PROC; MENU

	Required Records
	Perpetual/baseline inventory; delivery/use entries; physical inventory; discrepancy action

	Training / Competency
	Inventory/order process training

	Validation
	Reconciliation review; pilot/order testing

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Establish baseline.
add deliveries.
subtract/record use and disposition.
review selected areas routinely.
perform full physical inventory at least monthly unless an approved future method changes this.
reconcile variances.
investigate material discrepancies.
update ordering/production implications.
Control / Stop Points
Do not silently force book inventory to match physical count.
Product loss/disposition that raises food-safety or traceability concern follows SAFE controls.
	TURNOVER NOTE
	Reviewed contract states current SFSB practice includes daily activity and full monthly physical inventory.


SOP-MENU-001 - Approved Menu / Recipe / Production Baseline Use
	Purpose
	Prevent local variation from bypassing menu, recipe, nutrition, procurement or production controls.

	Applies To
	RK & FK

	Responsible Roles
	Managers; menu/culinary; production leads

	Primary Sources
	MENU-01/02/03/04/05/06; PROC-05; DATA-02

	Required Records
	Current menu/recipe/production record; approved change/substitution evidence

	Training / Competency
	MENU-06 + role training

	Validation
	TEST production feasibility and DATA version control

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Confirm current menu cycle/day and recipe version.
use mapped recipe/production tool.
verify approved product/ingredient.
route recipe/substitution/mapping change through controlling change log.
communicate approved changes to affected sites/training/procurement.
Control / Stop Points
Do not make local recipe substitutions or formula edits to solve availability issues without approval.
Nutrition/menu approval remains with authorized State process.
SOP-PROD-001 - Production Planning, Sequencing and Batch Release
	Purpose
	Turn menu/counts into a feasible daily production sequence using available equipment, labor, cooling, storage and dispatch windows.

	Applies To
	RK

	Responsible Roles
	RK manager/supervisor; production leads

	Primary Sources
	MENU-02; STAFF; EQUIP; LOG; Contract 2.1.2.2/.3

	Required Records
	Production plan/schedule; batch identifiers; issue/capacity notes

	Training / Competency
	Production planning/manager tool training

	Validation
	TEST-01/02 production trials

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Confirm approved counts/menu.
group production by process/equipment.
determine batch sequence and dependencies.
account for prep/cook/cooling/packaging/holding/storage/dispatch.
assign labor/equipment.
identify bottlenecks before start.
authorize changes only within approved process.
release batch work with identifiers/records.
Control / Stop Points
Do not overload equipment, cooling, storage or labor capacity simply to preserve an original schedule.
Menu adjustment decisions remain with authorized State process.
SOP-PROD-002 - Standardized Recipe Execution
	Purpose
	Produce using the current standardized recipe and approved products with complete batch records.

	Applies To
	RK

	Responsible Roles
	Production lead; production workers; culinary/food-safety oversight

	Primary Sources
	MENU-03/04; PROC-05; SAFE

	Required Records
	Recipe/production record; batch ID; approved substitution/change reference

	Training / Competency
	Recipe execution + equipment/food-safety competency

	Validation
	TEST-02 yield/process data

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Verify recipe/version.
confirm planned yield/servings and batch scaling.
verify ingredients/product against approved source.
stage/measure per recipe.
execute approved process/equipment sequence.
complete required monitoring.
document actual yield/deviation.
route recipe issue for review rather than silently editing.
Control / Stop Points
Do not replace ingredient or process where the change affects allergen, nutrition, HACCP, yield or equipment without approved review.
Approved HACCP/recipe critical requirements control.
SOP-PROD-003 - Large-Batch Production Quality Control
	Purpose
	Apply repeatable quality checkpoints from staging through distribution release.

	Applies To
	RK

	Responsible Roles
	Production lead; culinary/quality role; food-safety role

	Primary Sources
	Contract 2.1.2.5; MENU; SAFE-02

	Required Records
	QC checks in production record or designated log

	Training / Competency
	QC procedure + role competency

	Validation
	Pilot quality/yield data and trend review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Check ingredient/staging identity.
verify recipe and pre-batching.
verify measurement/batch assembly.
observe process/cooking records.
review cooling where applicable.
inspect packaging/labeling.
verify holding/storage.
complete final release review.
Control / Stop Points
A quality check does not override food-safety disposition.
Repeated quality variation should trigger recipe/process/equipment review and controlled change.
SOP-FS-001 - Time / Temperature Monitoring and Corrective Action
	Purpose
	Ensure all required monitoring is performed against the final approved food-safety standard.

	Applies To
	RK & FK

	Responsible Roles
	Food handlers; managers; food-safety lead

	Primary Sources
	SAFE-01/02; final HACCP/DOH source

	Required Records
	Applicable SAFE-02 logs and corrective-action records

	Training / Competency
	Food-safety/HACCP training and competency

	Validation
	TEST-02; internal verification; final HACCP review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Identify required monitoring point from approved source.
use approved/calibrated method.
record actual value/time/product/batch/site.
compare to approved standard.
if out of standard, control affected product and follow approved corrective action/disposition.
escalate/verify as required.
Control / Stop Points
No numeric critical limit in this interim library is controlling.
Never backfill a required observation from memory.
SOP-FS-002 - Cooling and Blast Chilling
	Purpose
	Execute and document the approved cooling method for applicable RK products.

	Applies To
	RK

	Responsible Roles
	Production staff; food-safety lead; manager

	Primary Sources
	SAFE-01/02; final HACCP; installed equipment manuals

	Required Records
	Cooling/blast-chilling log; batch record; corrective action

	Training / Competency
	Cooling equipment + HACCP competency

	Validation
	PIL-002/PIL-008 and final HACCP validation

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Identify product/batch and approved cooling method.
load equipment/containers according to approved capacity/work instruction.
begin timing/monitoring as required.
document observations at required points.
protect product from contamination.
when criteria are met, label/store/release.
if not met, follow approved corrective action/product disposition.
Control / Stop Points
Do not invent alternative cooling times/limits.
Equipment capacity and loading must reflect validated process/manufacturer instructions.
SOP-PKG-001 - Packaging, Labeling and Batch Traceability
	Purpose
	Maintain identity and traceability as product moves from production to school.

	Applies To
	RK

	Responsible Roles
	Packaging/production/logistics roles

	Primary Sources
	SAFE-03; MENU; LOG

	Required Records
	Batch/package labels; dispatch/trace records

	Training / Competency
	Packaging/traceability training

	Validation
	Mock recall + distribution pilot

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Package using approved food-contact/operational method.
apply required identity/date/batch/handling information.
preserve link to recipe/production batch.
assign destination/route.
verify quantity and package integrity.
transfer records with dispatch system.
Control / Stop Points
Do not create unlabeled pooled product that breaks batch/destination traceability.
Allergen/handling statements follow approved source.
SOP-HOLD-001 - Holding, Storage and Final Product Release
	Purpose
	Prevent product from entering distribution until approved food-safety and record checks are complete.

	Applies To
	RK

	Responsible Roles
	Production/logistics manager; food-safety role

	Primary Sources
	SAFE-01/02; LOG-02

	Required Records
	Holding/release record; exception/corrective action

	Training / Competency
	Holding/release training

	Validation
	TEST-02 and dispatch dry run

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Place product into approved holding/storage condition.
perform required monitoring.
protect identification/traceability.
confirm batch/quantity/labels/required logs.
resolve or hold deviations.
manager/designated role authorizes release to dispatch.
Control / Stop Points
Product with unresolved food-safety deviation is not released.
Required release criteria come from final HACCP/approved procedure.
SOP-LOG-001 - Staging, Loading and Dispatch
	Purpose
	Release the correct product/supplies to the correct route with complete handoff records.

	Applies To
	RK

	Responsible Roles
	Dispatch/logistics lead; loaders; driver/transport handoff role

	Primary Sources
	LOG-01/02/04; SAFE-02/03

	Required Records
	Dispatch/load record; route manifest; asset issue record

	Training / Competency
	Logistics/cart handling training

	Validation
	PIL-003/PIL-004/PIL-008

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Stage by route/stop.
verify identity/quantity/handling condition.
verify route documents/receiving information.
issue/account for carts/containers.
load in safe sequence.
secure product/supplies.
complete handoff.
record actual departure and exceptions.
Control / Stop Points
Do not release the route when required product/records/food-safety controls are unresolved.
Vehicle/securement requirements follow accepted transport contract/equipment source.
SOP-LOG-002 - Transportation / Cold-Chain / Chain of Custody
	Purpose
	Maintain required food condition and accountability between RK dispatch and FK receipt.

	Applies To
	RK & FK

	Responsible Roles
	Transport provider/driver; RK logistics; FK receiving; food-safety oversight

	Primary Sources
	LOG-01/02/05; SAFE-02/03; accepted delivery contract

	Required Records
	Route/transport monitoring; delivery/receiving record; exception record

	Training / Competency
	Transport/cold-chain and receiving training

	Validation
	Distribution dry run and integrated simulation

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Depart with verified load/route.
maintain approved transport condition.
capture required monitoring.
protect product/records/chain of custody.
communicate delay/incident promptly.
at each stop obtain/record receiving handoff.
return unresolved product/records per approved process.
Control / Stop Points
Transport limit/method comes from approved HACCP/contract, not this interim text.
Any compromised or questionable product is held/controlled pending authorized disposition.
SOP-LOG-003 - Delivery Discrepancy / Short / Rejected / Compromised Product
	Purpose
	Control discrepancies so service and food safety are protected and evidence is retained.

	Applies To
	RK & FK

	Responsible Roles
	Driver/logistics; FK receiver/manager; RK operations; food safety as applicable

	Primary Sources
	LOG-03; SAFE-02; PROC/MENU as applicable

	Required Records
	Discrepancy/receiving record; communication; product disposition

	Training / Competency
	Receiving/discrepancy training

	Validation
	PIL-004/PIL-005

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Identify issue at handoff.
separate/hold questionable product.
document identity/quantity/condition.
determine accept/partial accept/hold/reject within approved authority.
notify RK/logistics and food safety when needed.
initiate alternate supply/service if necessary.
document final resolution.
Control / Stop Points
Do not discard or return product in a way that destroys evidence when incident/traceability review is required.
Food-safety disposition follows authorized source.
SOP-LOG-004 - Food Carts and Reusable Transportation Equipment
	Purpose
	Maintain carts/racks/containers through staging, delivery, return, cleaning, storage and accountability.

	Applies To
	RK & FK

	Responsible Roles
	Logistics; FK receiving; sanitation roles

	Primary Sources
	LOG-04; Contract 2.1.1.4

	Required Records
	Asset issue/return; cleaning/inspection record

	Training / Competency
	Cart handling/sanitation training

	Validation
	Dry run and asset reconciliation review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Inspect before use.
stage/assign to route/site.
load/secure correctly.
track issue.
unload/return empties.
segregate damaged/soiled equipment.
clean/sanitize per approved method.
dry/store securely.
reconcile missing/damaged assets.
Control / Stop Points
Do not put visibly damaged/unsanitary equipment back into service.
Cleaning chemistry/contact time follows approved sanitation source.
SOP-FK-001 - Finishing Kitchen Ordering from Regional Kitchen
	Purpose
	Create consistent demand signal from FK to RK for meals/supplies.

	Applies To
	FK

	Responsible Roles
	FK manager/order role; RK order/production planning role

	Primary Sources
	Contract 2.1.3.4; MENU; approved food-service system

	Required Records
	Order/approval/confirmation record

	Training / Competency
	Ordering/system training

	Validation
	Pilot ordering and opening-readiness review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Review standing quantity/projected participation.
identify required RK items and any direct-to-school items.
enter order in approved system.
review/approve by deadline.
adjust through approved process.
communicate shortages/emergency changes.
confirm RK fulfillment.
Control / Stop Points
Do not rely on off-system verbal ordering for routine demand when an approved process exists.
Software-specific screen steps must be added once the approved system/workflow is finalized.
SOP-FK-002 - Finishing Kitchen Receiving and Acceptance
	Purpose
	Receive RK/direct deliveries with clear handoff, food-safety control and discrepancy documentation.

	Applies To
	FK

	Responsible Roles
	FK receiver/manager

	Primary Sources
	LOG-03; SAFE-02; Contract 2.1.3.5

	Required Records
	FK receiving log; discrepancy record

	Training / Competency
	Receiving/food-safety competency

	Validation
	PIL-004/PIL-005/PIL-008

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Prepare receiving area.
verify delivery/site/route.
check identity/count/condition and required approved food-safety documentation.
accept/hold/reject as authorized.
document discrepancy.
move accepted product promptly to proper storage/staging.
retain trace link to RK batch/route.
Control / Stop Points
Missing critical receiving evidence is itself a gap requiring escalation.
Final food-safety criteria come from approved HACCP.
SOP-FK-003 - Finishing Kitchen Inventory / Storage / Partially Used Product
	Purpose
	Control FK on-hand product from receipt through usage/disposition.

	Applies To
	FK

	Responsible Roles
	FK manager/workers

	Primary Sources
	Contract 2.1.3.5; SAFE-02

	Required Records
	Daily/perpetual inventory; monthly physical; waste/disposition

	Training / Competency
	Inventory/storage training

	Validation
	Site readiness and monthly reconciliation

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Record deliveries/usage.
store/rotate by approved method.
maintain milk/direct deliveries.
identify partially used bulk product and follow approved handling.
perform routine area reviews.
complete full physical monthly unless future approved method changes.
reconcile and correct discrepancies.
document waste/disposition.
Control / Stop Points
Do not retain partially used product outside approved storage/labeling/disposition rules.
Traceability must be preserved.
SOP-FK-004 - Rethermalization / Finishing
	Purpose
	Execute the approved FK process using installed equipment and required monitoring.

	Applies To
	FK

	Responsible Roles
	FK workers/manager; food-safety evaluator

	Primary Sources
	SAFE-01/02; MENU-03; EQUIP-04; final equipment manuals

	Required Records
	Retherm/production/food-safety record

	Training / Competency
	Equipment + food-safety competency in TRN-04

	Validation
	PIL-005/PIL-008

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Verify product/recipe/batch and equipment readiness.
follow approved recipe/process and manufacturer operating instructions.
perform required monitoring.
complete records.
transfer to approved holding/service.
control deviations using approved corrective action.
Control / Stop Points
Do not invent rethermalization limits or equipment settings.
Only trained/qualified staff perform launch-critical tasks independently.
SOP-FK-005 - Holding, Service and Closeout
	Purpose
	Safely hold/serve RK-supported meals and close the service period with controlled leftovers/records.

	Applies To
	FK

	Responsible Roles
	FK manager/workers

	Primary Sources
	SAFE-01/02; MENU; Contract 2.1.6.4

	Required Records
	Holding/service record; leftover/waste/disposition

	Training / Competency
	Holding/service food-safety training

	Validation
	PIL-005/PIL-008 and site review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Move product from retherm/finish to approved holding/service.
monitor as required.
protect product from contamination.
reconcile planned/actual service.
identify leftover/partially used product.
follow approved reuse/disposition rule.
complete logs/closeout and report discrepancies.
Control / Stop Points
Final hot/cold holding, leftover and disposition rules come from approved HACCP/branch policy.
Do not carry product forward based on convenience alone.
SOP-FS-003 - Employee Health, Personal Hygiene and Handwashing
	Purpose
	Ensure employees meet final health/hygiene requirements before and during food handling.

	Applies To
	RK & FK

	Responsible Roles
	All food-service personnel; managers

	Primary Sources
	Final HACCP/branch employee-health SOP; Contract 2.1.6.2.3

	Required Records
	Employee health/exclusion/restriction records as required; training evidence

	Training / Competency
	Food-safety/employee-health training

	Validation
	Inspection/readiness review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Follow the current approved employee-health and personal-hygiene requirements.
report symptoms/conditions through approved chain.
managers apply approved restriction/exclusion decision process.
perform handwashing/personal hygiene according to approved policy.
correct observed noncompliance immediately.
Control / Stop Points
This interim module does not define reportable symptoms/exclusion criteria; use final approved source.
Managers do not improvise return-to-work rules.
SOP-FS-004 - Cross-Contamination and Allergen Controls
	Purpose
	Prevent unsafe transfer between raw/ready-to-eat foods, allergens, equipment, utensils and surfaces.

	Applies To
	RK & FK

	Responsible Roles
	All production/service roles; managers; food safety

	Primary Sources
	Final HACCP/allergen source; MENU-03; PROC-05

	Required Records
	Cleaning/production/allergen records as required

	Training / Competency
	Allergen/cross-contamination training

	Validation
	Pilot/readiness and incident trend review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Confirm product/ingredient/allergen information.
sequence work to reduce cross-contact.
use required separation/utensils/equipment.
clean/sanitize between incompatible tasks.
maintain labels/identity.
stop and escalate uncertain allergen/product substitution.
document incident/corrective action when control fails.
Control / Stop Points
Do not assume an alternate product is allergen-equivalent.
Allergen declarations/control methods come from approved product/recipe/food-safety sources.
SOP-SAN-001 - Cleaning and Sanitation
	Purpose
	Maintain sanitary food-contact/non-food-contact areas and equipment using approved methods.

	Applies To
	RK & FK

	Responsible Roles
	All assigned sanitation/operations roles; managers

	Primary Sources
	Final sanitation plan; SAFE; manufacturer/chemical labels

	Required Records
	Cleaning schedule/checklist; concentration/verification logs if required

	Training / Competency
	Sanitation/chemical/equipment training

	Validation
	Inspection and readiness review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Follow assigned cleaning schedule.
remove/protect food as required.
use approved chemical/product and equipment-specific method.
clean then sanitize where required.
observe required approved concentration/contact/dwell method.
air-dry/store appropriately.
verify completion.
correct deficiencies and document recurring failure.
Control / Stop Points
Never mix chemicals or invent concentration/contact time.
Manufacturer/chemical label/final sanitation procedure controls.
SOP-EQ-001 - Operator Pre-Use Inspection and Preventive Operational Maintenance
	Purpose
	Detect operational equipment problems before they cause unsafe operation or production interruption.

	Applies To
	RK & FK

	Responsible Roles
	Equipment operators; managers; maintenance interface

	Primary Sources
	EQUIP; MHE-05; manufacturer manuals; Contract 2.1.1.5

	Required Records
	Pre-use/routine inspection; service/escalation record

	Training / Competency
	Equipment-specific training/competency

	Validation
	Commissioning, pilot and maintenance trend review

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Before use, inspect condition/guards/connections/obvious damage and required operator checks.
confirm area/utilities.
perform only operator-authorized routine care.
remove/tag/control unsafe or failed equipment.
notify manager/maintenance.
determine alternate approved production/service path.
record issue and return-to-service evidence.
Control / Stop Points
Operator checks supplement, not replace, manufacturer maintenance, warranty or facilities technical service.
Specialized equipment requires required vendor/manufacturer/employer training.
SOP-REC-001 - Operational Recordkeeping, Exception and Corrective-Action Control
	Purpose
	Ensure records show what actually happened and allow independent reconstruction of deviations/actions.

	Applies To
	RK & FK

	Responsible Roles
	All record owners; managers; document/data owner

	Primary Sources
	DATA-01/02/03; SAFE-02; TEST-03

	Required Records
	Mission logs/forms; corrective-action records; version/change records

	Training / Competency
	Recordkeeping + manager review training

	Validation
	TEST-02/03 and periodic audit

	Status
	Interim unless SOP-01 identifies approved/effective


Procedure
Complete records contemporaneously.
use required identifiers.
review completeness.
link deviations to corrective action/issue.
preserve original failed/exception evidence.
verify correction/retest when required.
store in designated location.
update templates only via document control.
Control / Stop Points
Never alter original failed data to make the record appear compliant.
Retention requirements follow final State/branch policy.
Cross-Referenced Existing Procedures
	Control
	Controlling Product
	How SOP-04 Uses It

	Traceability / Recall
	SAFE-03_RK_FK_Traceability_Recall_Procedure.docx
	SOP-04 references rather than duplicates supplier/lot/batch/destination trace and recall actions.

	Mock Recall / Incident Exercise
	SAFE-04
	Provides exercise evidence and corrective-action record.

	Foodborne Illness Complaint Response
	SOP Food Borne Illness V2.docx + Foodborne Illness Complaint Form + SAFE-05
	Existing branch complaint process remains controlling; SAFE-05 adds RK/FK batch/route/ingredient evidence.

	Emergency / COOP
	SOP-05_RK_FK_Emergency_Continuity_of_Operations_Procedures.docx
	SOP-05 controls disruption playbooks; SOP-04 only points to it.

	Training / Competency
	TRN-01 through TRN-04 + SOP-03
	Training system controls actual qualification.

	Opening Authorization
	SOP-02 + TEST-04
	Site checklist feeds the integrated opening decision.


Source Basis and Supersession
Turnover Binder v2, Chapter 19.
Regional Kitchen Operational Support Contract 8-13-2026 (reviewed scope).
Existing SFSB SOP Template structural reference.
Existing Foodborne Illness Complaint Response SOP and SAFE-05.
Current MENU, PROC, LOG, SAFE, TRN, TEST, DATA, EQUIP, MHE, SMW, PHASE and CONST turnover controls.
Supersession: after State acceptance of final contractor SOP/HACCP/training/operating products, update SOP-01 and DATA-01/02, crosswalk replacements in OPS-04, archive superseded interim blank templates, and retain completed historical records/evidence.
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