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1. Purpose 

This policy outlines the standards and procedures for the provision of in-house 
catering services at Holbrook Primary School, ensuring all meals are nutritious, 
balanced, and contribute to the health and well-being of our pupils. 

2. Objectives 

 To provide healthy, tasty, and nutritionally balanced meals to all pupils. 
 To promote good eating habits and awareness of healthy lifestyles. 
 To comply with government guidelines and food standards for schools. 
 To support sustainability and reduce food waste. 

 

3 Scope 

 This policy applies to all catering operations managed internally by school staff, 
including breakfast clubs, mid-morning snacks, school lunches, and special events. 

 
Overview 
 
At Holbrook we are passionate about healthy eating and encompass the “plot to plate” 
ethos within our curriculum and everyday practise.  We believe that active, growing 
children require plenty of wholesome food and regular meals supported by a knowledge 
and understanding of where food comes from and how it is grown.  We offer something 
that will satisfy all our children from Foundation to Year 6, as well as our staff. 
 
We work closely with suppliers enabling the delivery of a fantastic, high quality food 
service which also delivers great value, reduces energy usage and transport costs and 
where practical, helps to sustain the local supply chain reducing our food footprint. For 
example, Woody’s our local butchers supply most of our meat. 
 
We ensure that our suppliers hold the highest standard of accredited health and safety. 
We expect them to have procedures covering full traceability of source through the supply 
chain, with comprehensive food labelling, supplying information on both allergens and 
nutritional data.   
 
We use locally grown environmentally sustainable food wherever possible including 
vegetables from our Holbrook Kitchen Garden when available.  We try to link our menu to 
in-season fresh vegetables, Red Tractor assured meat and MSC Fish.  We insist that we 
do not have pre-sliced meat for roast days;  
 
We will offer portion sizes in line with statutory Government policy for children but offer 
‘have as much as you like’ for vegetables, salad and fruit.  
 
From time to time we will undertake surveys and gather feedback from children, and 
parents.  The lunch service encourages a social eating environment which encourages 
social conversation.  The Catering Manager and the Catering Staff interact with every 
child, serving and encouraging the children to eat different foods and try new things.  The 
Salad Bar, Fruit Bar and Dessert Bar are all manned to prevent wastage whilst also 
encouraging children to eat well.  We believe that children need sufficient time in the 
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middle of the day for them to eat, to unwind and have a social time over a good meal.  In 
essence, at Holbrook we aim to meet the expectations outlined in the School Food Plan 
(Department of Education 2013) and therefore “Cooking food that is both appetising and 
nutritious; making the dining hall a welcoming place; keeping queues down; getting the 
price right; allowing children to eat with their friends and getting them interested in cooking 
and growing” are all fundamental principles of Holbrook’s catering provision.  Our Catering 
team work hand in hand with our MDSAs, including them in the daily briefing, regular 
feedback and shared sampling so that they too have the correct knowledge and skills to 
encourage eating and make the dining experience positive for all. 

Our Menu  
Every day, we offer a wide, varied and healthy choice of hot and cold food including a hot 
main meal, a hot vegetarian dish and jacket potatoes, with plenty of fresh fruit, vegetables 
and salads. We cater for known dietary and medical needs.  Each term a fortnightly menu 
is displayed on the School’s website.  Parents/carers and children are expected to order 
and pay for their lunch by 11pm on the preceding day, via the ‘School Money’ system.  
Lunches can be ordered in advance daily, weekly, fortnightly or for the term.  Our menu’s 
are rotated on a fortnightly basis and  
  
 
Themed Meals  
At Holbrook we love making lunchtimes even more memorable with special days the 
children will remember as food is central to so many celebrations and traditions.  Themed 
days add excitement, turn lunchtimes into real events and support our curriculum and 
British values.  So, throughout the academic year, we deliver theme day menus, featuring 
favourites such as Shrove Tuesday, Christmas, children in need.  It’s all about 
encouraging children to try different things, experience new tastes and learn about the 
importance of food within different cultures and society. 
 
Special Dietary Requirements 
Parents of children who have allergies to any food product, or who have special dietary 
requirements for either medical, ethical or cultural reasons are required to share this 
information as soon as possible with the school.  Allergen information is gained prior to 
pupils joining the school and is entered onto their Care Plan and Medical Tracker if 
appropriate. We cannot accommodate any special dietary requirement if it is unknown and 
the School Office should be informed immediately of any changes so that the Catering 
Manager can be informed.  Sometimes needs can be so severe or complex that the 
Catering Manager may request a special meeting with staff and parents to discuss the 
child’s Care Plan and menu choices in detail. 
 
Allergens are clearly marked on the menu within the ‘School Money System’ to enable 
children and parents to make safe choices when ordering online as per Government 
recommendation.  It should be noted that we are a nut free and sesame free school. The 
Catering Manager completes daily allergen checks for each dish and holds a daily allergen 
briefing for all catering staff and MDSAs.  Often dishes are labelled too so that we can 
begin to educate children with special dietary requirements supporting their independence. 
 
Drinking Water  
Drinking water is widely available throughout food service. 
 
Food Hygiene 
Holbrook Primary School is registered with the Local Authority as a “Food Business” within 
the meaning of the regulations. We are inspected at regular intervals by the Environmental 
Health Officer (EHO).  
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Health and Safety  
We recognise that compliance with health and safety is fundamental to any catering 
operation.  We attach the highest importance to ensuring that we are compliant with EU 
and UK legislation at all times.  The School’s catering is carried out in-house by our 
Catering Manager and Catering Assistant.  The Catering Manager is qualified in all 
aspects of catering.  The school has access to a consultant (Lecure Consultancy)  to 
advise on all health and safety aspects for the catering operation should it be required. 
The Catering Manager will:  

 Ensure that all the catering staff are trained in Hazard Analysis Critical Control 
Points (HACCP) system of food hazard awareness and Control of Substances 
Harmful to Health (COSHH) procedures.  

 Ensure that all catering staff have clearly allocated responsibilities, which they 
understand. 

 Ensure that all catering staff use a knife guard /glove to reduce the risk of injury. 

 Ensure all staff follow Load Individual Task Environment (LITE) manual handling. 

 Train all catering staff in emergency procedures and how to shut-off the electricity. 
 
 
Management of food safety  
The Catering Manager will:  

 Require all catering staff who assist with food preparation to possess a food 
hygiene certificate (Level 2).  

 Ensure that all catering staff have clearly allocated responsibilities, which they 
understand.  

 Maintain records of training. 

 Conduct triennial refresher training.  
 
Uniforms and Personal Hygiene 
The Catering Manager will:  

 Ensure that all catering staff wear their appropriate Holbrook uniform, protective 
clothing and footwear at all times when they are in areas where food is prepared 
and served. 

 Ensure all staff tie hair back. 

 Ensure compliance with the handwashing or hand cleansing regime at all times. 

 Ensure that all catering staff are well presented and clean – respectful of being role 
models to the pupils. 
 

Children with Medical Conditions  

 Parent/Carers to liaise with the School Office (Please see section above relating to 
Special dietary requirements). 

 
Monitoring incoming supplies  
The Catering Manager will:  

 Inspect temperature checks, where appropriate, and signs for all incoming supplies 
and stores before acceptance.  

 Reject any non-compliant items.  

 Arrange for the safe transit and proper storage of food supplies. 
 
Food Preparation, Serving and Consumption 
The Catering Manager will:  

 Inspect all areas where food is prepared, served and consumed for cleanliness and 
hygiene at both the start and end of each service. 

 Ensure that all spills are dealt with promptly and safely. If necessary, cordon off 
areas of the floor that have become slippery.  



Holbrook Primary School Catering Policy & Procedures Document                                                                                                                P a g e  | 5 

 Check (and record) the temperatures of the hot and chilled service counters on a 
daily basis and report any faults promptly. 

 Check that no products that are labelled as containing nuts or traces of nut are on 
the premises or used.  

 Monitor the catering staff in order to ensure that food safety and management 
procedures are followed without exception.  

 Ensure compliance with a daily cleaning and disinfection regime. 
 
Environmental awareness 
The Catering Staff must all 

 Follow the schools eco-code. *See Full Eco- Code Appendix 1  

 Recycle fruit and vegetable peelings (compost) 

 Reduce use of single use plastics (e.g. buy Yoghurt in big pots not individual) 

 Support local businesses and suppliers wherever possible to reduce our carbon foot 
print. 

 Consider seasonality in menu choices 

 Monitor food wastage and adapt the menu and portion sizes if necessary to help 
reduce food wastage. 

 Engage with the School Council to further enhance our eco principles: 
 
Service 
The Catering staff must all 

 Attend the daily briefing prior to service alongside the MDSAs to talk through the 
daily menu and all allergen issues. 

 Serve with a smile 

 Know which children have special dietary requirements/Care Plans and understand 
their individual needs (if in doubt ask Catering Manager) 

 Encourage and educate children to try new foods (“It’s delicious”, “You helped to 
grow them in your school garden”, “I peeled/made these”, “Try just a little” etc) 

 
Equipment Monitoring  
The Catering Manager will:  

 Check all kitchen equipment on a daily basis in order to ensure that it is functioning 
properly and keep a record.  

 Take the temperature with a probe of all meat or fish that is being cooked.  
 
Purchasing and Checking Stock 
The Catering Manager will:  

 Ensure that food supplies are only purchased from a reliable and authorised source.  

 Check that all supplies used are in date and undamaged.  

 Check that stock is properly stored as soon as it arrives. 
 
Professional Assistance  
The School Office will, in discussion with the Catering Manager 

 Arrange an annual professional deep clean and a high-level clean of all cooking, 
food preparation and storage surface areas.  

 Ensure that an appropriate pest control regime is in place.  

 Support the Catering Manager with external advice (e.g. Lecure Consultancy) when 
needed. 

 
Equipment Failure 
The Catering Manager will:  

 Report all equipment failure as soon as it is discovered to the School Office. 
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First Aid  
The Catering Manager will: 

 Ensure that the kitchen’s first aid box is kept fully stocked in accordance with 
professional recommendations and school policy, including a Burns kit.  

 
Signage  
The Health and Safety Governors will:  

 Display the appropriate First Aid, COSHH and Emergency notices.  
 
Waste Disposal  
The Catering Manager will:  

 Arrange the hygienic disposal of waste in accordance with recommended practice 
adhering to changes in legislation where necessary  

 Manage a recycling regime for: food waste, paper, card, clean glass, used cooking 
oil and clean tins in accordance with the school’s Eco code.  

 
Annual Appraisal Cycle 
All members of the catering team will be part of Holbrook’s annual appraisal cycle for staff.  
Each member of the team will receive annual targets, a mid-point review and end of year 
appraisal meeting with their appointed school manager, who will suggest incremental pay 
awards (if appropriate), for the Executive Headteacher’s consideration.  This process 
supports an individual’s professional development through ongoing support and relevant 
school based CPD (e.g. safeguarding) and a commitment to supporting their non-school 
based professional development and qualifications. 
 
Scrutiny of catering documentation timetable 
 

Document Completed 

Daily Food Safety diary Daily 

Pre-service Allergen checks Daily 

Weekly Food Production and Wastage sheet Daily 

Weekly Food Safety record Daily 

Weekly Return Weekly 

4 Weekly Review (within the Daily Food Safety Diary) every 4 weeks 

Stock Sheet Summary Monthly 

Safer Food, Better Business for Caterers policy 
document 

annually (Review every 
September) 

 
  



Holbrook Primary School Catering Policy & Procedures Document                                                                                                                P a g e  | 7 

 
Appendix 1. 

Holbrook Primary School Eco-Code 

The School Council has agreed that all pupils, staff and visitors will follow our Eco-Code 

We will……. 
 RECYCLE all scrap paper, using both sides. 
 RECYCLE all cardboard. 
 RECYCLE all clean, plastic containers. 
 RECYCLE used batteries and ink cartridges. 
 REUSE fruit and vegetable waste for compost. 
 REUSE materials to support our learning (junk modelling, glue pots, flower pots ) 
 REUSE pens and glue sticks by putting lids back on after use. 
 REDUCE the amount of paper printed and always print double sided and use less 

coloured ink 
 REDUCE the amount of energy used to heat our radiators by turning them down 

and wearing a jumper 
 REDUCE water wastage by turning off taps. 
 REDUCE electricity wastage by switching off and closing doors. 
 REDUCE food wastage by pre ordering our school lunches and eating up! 
 REDUCE our carbon footprint by walking, scooting or biking to school. 
 REDUCE our use of single use plastics by using reusable drinks bottles, avoiding 

cling film and purchasing responsibly. 
 REDUCE the use of plastic by only laminating when absolutely necessary. 

 
Review of Policy:  
This Policy is reviewed by: 
 
Chris Perry – Head of School 
Caroline Hetherington – Exec Business Manager 
Nicola Elliston– Holbrook Catering Manager 


