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Role of the Prep Cook Position
As the prep cook, you are responsible for preparing food items, beverages, and stocking the service cabinets for the day’s business. Below you will find the job description for this position that will outline your responsibilities and qualifications for this job.
 
Job Description
Position:	Prep Cook
Reports to: 	Kitchen Manager/ Head Chef
Summary of Position
Prepare food for consumption by the customer or for use in products prepared by cook(s) and food servers. Prepare consistent, high-quality food in conformance with the restaurant’s standards. Maintain a sanitary kitchen and work station.
 
Duties and Responsibilities
♣	Always come to work with a clean uniform.
♣	Check your duties for the day by reviewing prep list, fridge list, etc.
♣	Maintain a safe, clean, and organized workstation and walkway in the prep areas.
♣	Follow the recipes to meet the restaurant’s standards.
♣	Be a team player—support and assist your fellow team members whenever possible.
♣	Ensure that all slicers, scales, and refrigeration and cooking equipment are operating correctly and at the proper temperatures. 
♣	Unpack and store delivery items in their designated places.
♣	Follow all safe food handling practices.
♣	Maintain your daily and weekly sanitation and maintenance schedules.
♣	Use our product labeling system to label, date, rotate, and store all food products.

 
 
 
Qualifications
♣	Must be able to read, speak, write, and understand the primary language of the work location. 
♣	Must be able to perform simple math calculations and follow directions for equipment and recipe production.
♣	Must be able to speak and listen to staff and managers for cooking instructions.
♣	Must be able to stand and exert well-paced mobility for the duration of a scheduled shift.
♣	Must have the ability to stand and walk for extended periods of time.
♣	Must have the ability to lift, stoop, and bend.
♣	Must exhibit hand coordination and dexterity for rapid productions.
♣	Must have the ability to lift pots, pans, products, and other items weighing up to 25 kg frequently.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
Importance of Sanitation 
At every step in the flow of food through the restaurant—from receiving through final service, employees can contaminate food and cause customers to become ill. Good personal hygiene is a critical protective measure against food borne illness. 
Why is sanitation important to the restaurant and our customers? 
♣	Cleanliness reflects our commitment to our customers. 
♣	Cleanliness tells customers and employees alike that we believe in high quality. 
♣	Clean surroundings help ensure that customers keep coming back. 
♣	A safe and healthy environment helps attract high-quality employees. 
♣	Employees take pride in a clean restaurant.
Major Causes of Food borne Illnesses
♣	Poor personal hygiene
♣	Employees with infectious illnesses
♣	Improper food handling and storage
♣	Unsafe food holding temperatures (food left in the danger zone of 5ºC-57ºC for four or more hours)  
♣	Unsafe reheating and cooling of foods
♣	Unsanitary dish ware, utensils, and equipment
♣	Cross contamination (the transfer of harmful microorganisms from one food product to another)
♣	Improper chemical storage
 

 
Personnel Sanitation Standards
Personal cleanliness and hygiene is the responsibility of every employee at the restaurant. Not complying with these standards could compromise the safety of our foodservice establishment. 
Everyone in the restaurant handles food and interacts with customers. That’s why it is so important that every employee follows a high standard of personal hygiene.
A proper food handler will:
 
♣	Follow hand washing policy
♣	Maintain personal cleanliness
♣	Wear clean and appropriate uniforms and follows dress codes
♣	Avoid unsanitary habits and actions
♣	Maintain good health
♣	Report illness
♣	Remove aprons when leaving food-preparation areas
♣	Wear appropriate shoes (clean, closed-toe shoes with non-slip soles)
♣	Remove jewelry prior to preparing or serving food
♣	Wear single-use gloves when preparing and touching food
 
Hand Washing 
Employees must ALWAYS wash hands BEFORE: 
♣	Starting work each day and handling food. Also, employees MUST wash AFTER the following activities:
♣	Using the restroom
♣	Touching your hair or face 
♣	Sneezing, coughing, or blowing your nose.
♣	Handling raw food (before and after)
♣	Eating, taking and breaks 
♣	Handling dirty dishes, equipment, or utensils 
♣	Smoking, eating, drinking, or chewing gum or tobacco
♣	Taking out the garbage
♣	Handling chemicals that might affect food
♣	Clearing tables or cleaning the dining room
♣	Touching anything that may contaminate hands
To help keep your hands free of bacteria: 
♣	Use the nail brushes kept by each hand sink.  
♣	Wear latex gloves on the job and change them frequently. 
♣	Never wash hands where food is prepared or equipment or utensils are washed. 
♣	Make sure you wash your hands only in sinks designated for that purpose.
 
Washing Steps
	Step 1.	Wet your hands with running water as hot as you can comfortably stand (38ºC).
	Step 2.	Apply soap. Apply enough soap to build up a good lather.
	Step 3.	Vigorously scrub hands and arms for at least twenty seconds. Lather well beyond the wrists, including exposed portions of the arms.
	Step 4.	Clean under fingernails and between fingers.
	Step 5.	Rinse thoroughly under running water. Turn off the faucet using a single-use paper towel, if available.
	Step 6.	Dry hands and arms. Use single-use paper towels or a warm-air hand dryer. Never use aprons or wiping cloths to dry hands after washing.

 
Personal Health 
♣	Stay at home if you have the flu, sore throat, fever, diarrhea, vomiting, headache, or dizziness. 
♣	Contact the restaurant and speak to a manager if you are sick and feel you need to stay home.
 
 
Personal Hygiene
Hair Washing:
♣	Hair should be washed and well groomed. Dirty hair attracts bacteria and dandruff can fall into food.
♣	If you have to work in the kitchen, hair restraints must be worn.
Bathing:
♣	You must bathe/shower daily or more often if your job requires it. Body odor is offensive to patrons and to other workers.
Fingernails:
♣	Fingernails should be trimmed, clean, and well groomed. Ill-groomed nails harbor bacteria and are difficult to keep sanitary.
♣	Unless gloves are worn, fingernail polish is not to be worn when preparing food.
Cuts and Abrasions:
♣	Wounds and open sores should be bandaged and covered with a waterproof protector.
Smoking:
♣	Employees are not allowed to use tobacco products in any part of the restaurant while working.
 
 
 
 
 
 
 
 
 
Foodservice Sanitation Standards
Flow of Food
Controlling the flow of food by monitoring the temperatures and managing the times is crucial to safe food handling. Below is an outline of good food control flow:
	Receiving  
Receive and store food quickly

	Storage  
Store food at its recommended temperatures.

	Preparation 
Minimize time spent in the temperature danger zone of 5º C to 57ºC

	Cooking 
Cook food to its required minimum internal temperature for the right amount of time.

	Holding  
Hold hot food at 57º C or higher and cold food at 5º C or lower.

	Cooling  
Cool cooked food from 57ºC to 21ºC within two hours and from 21ºC to 5ºC or lower within an additional four hours, for a total of six hours.

	Reheating
Reheat food to an internal temperature of 75ºC for fifteen seconds within two hours.


 
 
 
 
 
 
Receiving
Carefully inspect all food as it arrives to make sure it’s up to standards. Reject food that shows any of the following characteristics:
♣	Out-of-date freshness codes or bad odor
♣	Thawed frozen foods or re-frozen foods (may have ice crystals) 
♣	Open, torn, or broken containers 
♣	Canned goods with any of the following:
[image: bullet]	Swelled top or bottom 
[image: bullet]	Leakage or flawed seals and seams 
[image: bullet]	Rust or dents 
[image: bullet]	Abnormal odor, color, texture, or are foamy or have milky-colored liquid 
♣	Stains or water marks on dry foods containers 
♣	Signs of spoilage or contamination on produce 
♣	Signs of insect or rodent activity in dry foods 
 
 
Storage 
♣	Rotate product in storage areas before shipment is received.
♣	Date all food as it is received. 
♣	Store in appropriate area. Store frozen and refrigerated items first.
♣	Follow FIFO (first in, first out) method for product rotation. 
♣	Place the newest arrivals behind the food that is already in stock—that way the food on hand the longest will be used first. 
Checking in Products
Use a thermometer to measure the temperature of products. Reject products if the temperature is above the following amounts.
 
	Product	Proper Temperature
	Fresh meat	5º C or lower
	Fresh poultry	5º C or lower
	Fresh fish	5º C or lower
	Fresh lobster, shrimp, and shellfish	7º C or lower
	Milk and milk products 	5º C or lower
	Ice cream	15º C -18º C
	Whole eggs	10º C or lower
	Liquid eggs	Mfg. Recommendation

 
Proper Thawing 
♣	Potentially hazardous food shall be thawed one of three ways: 
[image: bullet]	Under refrigeration that maintains the food temperature at 5°C or lower.
[image: bullet]	Completely submerged under running water at a temperature of 21° C or lower, with sufficient water velocity to agitate and float off loose particles in an overflow.
[image: bullet]	As part of the cooking process as long as the product reaches the required minimum internal cooking temperature. 
♣	You can thaw food in a microwave oven if you immediately transfer it to conventional cooking equipment, with no interruption in the process.
♣	Thaw frozen raw food below ready- to-eat food, so the juices from the thawing food do not fall onto the ready-to-eat food. 
♣	Food should be covered while thawing and should be clearly labeled and dated.
♣	Food should be completely thawed before cooking. 
♣	Never re-freeze thawed food. 
 
 
 
 
 
Preparing and Serving Food
When preparing and cooking foods, follow these standards:
♣	Food preparation surfaces must be cleaned and sanitized before they are used. 
♣	Wash your hands properly before touching food. 
♣	Keep everything clean while preparing meals. Wash hands and kitchen surfaces often with soap and water. Wash cutting boards, dishes, and utensils after preparing each food item and before going on to the next item.
♣	Keep the time that food is out of the refrigerator as short as you can, up to a maximum of four hours.
♣	Check that all equipment and utensils are properly cleaned, sanitized, and dry before using them.
♣	Ready-to-eat food must be kept apart from raw ingredients during preparation to avoid cross-contamination. Use one cutting board for raw meat, poultry, and seafood, and a separate one for other food.
♣	Never place cooked food on a plate that previously held raw meat, poultry, or seafood unless the plate has been thoroughly cleaned.
♣	Change any wiping cloths frequently and clean and rinse after each use.
♣	Wash ready-to-eat fruit and vegetables intended for same-day consumption and sanitize ready-to-eat fruit and vegetables intended for future consumption.
♣	If possible, use separate utensils and cutting boards when preparing raw food and ready-to-eat food, or prepare ready-to-eat food before raw food, and wash and sanitize utensils between uses.
♣	People handling food should know and practice good personal hygiene, hand washing, and/or correct use of gloves.
♣	Throw away single-use items after using them. Paper towels are recommended for cleaning up kitchen surfaces.
♣	For canned goods, do not eat the contents if the cans are dented, cracked, or bulging. These are warning signs that the product may not be safe.
♣	Clean the top of the container before opening. After opening, inspect the product. Do not use products that are discolored, moldy, or have an off odor. Do not use products that spurt liquid or foam when the container is opened. If you have questions about a product, do not taste the product to determine if it is safe. 
 Cooking
It is crucial to cook foods to the proper temperatures to ensure the safety of our menu items. Follow these standards when cooking:
♣	Cook to safe temperatures. Use a food thermometer to make sure meat, poultry, and egg dishes are cooked to safe temperatures.
♣	Check that the food is thoroughly cooked or the centre of the cooked food has reached 75°C, using a thermometer. 
♣	Check that soups, sauces, gravies, and casseroles boil.
♣	Check that only clear juices run from thoroughly cooked minced meats, poultry, chicken, or rolled roasts.
Minimum Internal Cooking Temperatures
	Product	Temperature
	Ground meats	75° C for 30 seconds
	Fresh poultry	75° C for 30 seconds
	Pork, beef, lamb, veal	Steaks/Chops: 63° C
Roasts: 63° C for 4 minutes

	Fish	60° C - Tuna: 52° C
	Commercially processed ready-to-eat foods held for service	65° C

 
 
 
 
 


Holding Foods
Holding Cold Food Items:
♣	Check the internal temperature of food using a thermometer. Cold food must be held at an internal temperature of 5°C or colder.
♣	Only use cold-holding equipment that can keep food at proper temperatures.
♣	Do not store food directly on ice. Whole fruit and vegetables and raw, cut vegetables are the only exceptions. Place food in pans or on plates first. 
♣	Ice used on a display should be self-draining and drip pans should be cleaned and sanitized after each use.
Holding Hot Food Items:
♣	Only use hot holding units that are designed to keep hot food at the proper temperatures.
♣	Check the internal temperature of food using a thermometer. Hot food must be held at an internal temperature of 57°C or higher.
♣	Never use hot-holding equipment to reheat food if it is not designed to do so.
♣	Stir food at regular intervals to distribute heat evenly.
♣	Use a clean thermometer to check the temperature of food.
Avoid Cross-Contamination 
♣	Keep separate cutting boards for raw and cooked foods.
♣	Never mix leftovers with fresh food.
♣	Store fresh raw meats, poultry, and fish on lowest racks.
♣	Sanitize thermometers after each use.
♣	When thawing raw foods in the refrigerator, place them on the lowest shelf.
Handle Ice and Tableware Properly
♣	Use clean scoops or tongs to pick up ice; do not use hands or glass.
♣	Store scoops or tongs in a clean container, not in the ice.
♣	Do not store any food or beverage in the ice.
♣	Avoid touching food contact surface with dishes, utensils, etc.
 Restaurant Sanitation Standards
It is important to keep the restaurant clean and sanitized because it will impress customers, making them feel confident that the food is clean, nutritious, healthy, and that it is a place where the entire family can eat. 
Furthermore, keeping a clean and sanitized restaurant will reduce the risk of a food borne illness incident.
Each crew member plays  an important role in maintaining a clean and sanitary environment within the restaurant. As you should always keep an eye open for cleanliness opportunities – there are specific cleaning tasks assigned to each position that must be conducted daily.
Below you will find basic procedures for cleaning areas on the line. Your trainer will take you through the specifics for your restaurant. 
Preparation Table
1.	Fill one spray bottle with an approved sanitizer and warm water, following the manufacturer’s instructions.
2.	Remove the utensils from the preparation table.
3.	Spray the cleanser solution over the table and clean with a clean towel. Remove any stain or condiments under the table.
4.	Spray the sanitizer solution over the cleaned areas and rub with a clean towel.  
Cooler
1. Remove product from refrigerator and unplug it. 
2. Dampen a clean disposable towel in bucket and clean the interior walls of refrigerator. 
3. Clean door gaskets with a brush or an abrasive sponge. 
4. Wash interior walls with a dampened towel to remove cleanser. 
5. Spray sanitizer on interior walls of refrigerator and rub with a clean towel. 
Freezer
1.	Remove the products from the freezer and unplug it. Wait until it is defrosted.
2.	Dampen a towel with the cleanser solution and clean inside the freezer.
3.	Clean the door edges with a brush and abrasive sponge.
4.	Rinse inside the freezer with a dampened towel.
5.	Spray the sanitizer inside and rub with a clean towel.


Preparation Table Racks and Shelves	
1.   Unplug equipment before cleaning to avoid electric shock. 
2.	Spray the cleanser over the racks and clean with a towel. Clean under the equipment.  
3.	Rinse the racks, rubbing them with a damp towel.
Sinks
1.	Fill three-quarters of the sink with cleanser and water.
2.	Rub all the sink parts with a brush or abrasive sponge. 
3.	Rinse with hot water.
Wastebaskets
1.	Remove all filled trash bags and put them on trash deposits. 
2.	Clean covers by spraying them with multipurpose cleanser and rubbing covers clean with disposable towels. 
3.	Place new trash bags on trash receptacles and rapidly cover them.
Floors and Kick Base
1.	Fill bucket with 10 liter of hot water. Add heavy-duty cleanser. 
2.	Sweep all areas. Use scraper to remove any scrap on floor.
3.	Place the wet floor sign in the area to be cleaned. 
4.	Dampen mop in bucket with heavy-duty cleanser.  Clean floor with fairly wet mop to distribute cleanser through area. Let cleanser stand for approximately two minutes. 
5.	Scrub floor with long-grip brush at least once a day. Dampen brush in cleanser and clean the area, including kick base. Make sure to clean thoroughly as this could prevent an accident.
6.	Rinse mop in bucket. Fully insert mop in bucket and lift completely out of wash water. Repeat several times. Wring mop and dry floor in a sweeping motion to absorb all the water.
7.	Rinse mop in bucket to remove debris. Repeat step 6. & 7.
8.	make sure the floor is fairly dry.  
9.	After cleaning, empty buckets, rinse mops, and let dry. Hang mop on hook and replace mop head if necessary.
Walls and Doors
1.	Spray multipurpose cleanser and clean with towel. Repeat process until all surfaces are finished. 
Personnel Sink
1.	Spray multipurpose cleanser and scrub sink with brush.  
2.	Wash with water and dry with clean towel.


Chemical Handling & Storage
♣	Wash all fresh fruits and vegetables thoroughly.
♣	Always wash your hands thoroughly and change your uniform after handling chemicals.
♣	Store chemicals away from food preparation, handling, and storage areas.
♣	Keep chemicals in their original containers or other clearly labeled, sturdy containers.
♣	Never allow chemicals to come in contact with food. Immediately throw away any food that comes in contact with chemicals of any kind.
♣	Clean up chemical spills promptly, then wash your hands and change your uniform.
♣	Never place food in chemical containers or place chemicals in a food container.
Dispose of Waste Properly 
♣	Use metal or heavy-duty plastic garbage containers. They must be leak-proof, easily cleaned, pest-proof, and durable. 
♣	Line containers with plastic bags. 
♣	Containers kept outdoors or in food preparation areas must have tight-fitting lids that are in place when not in actual use. 
♣	Do not allow garbage to accumulate anywhere but in regular garbage containers. 
♣	Remove garbage from food preparation areas as soon as possible. 
♣	Pest-proof storage areas. Store garbage in areas large enough to accommodate wastes. Any inside storage areas must be pest-proof. 
♣	Only use outside containers and dumpsters that are easily cleaned and position them on a smooth, non-absorbent material like concrete. 
♣	Use enclosures around outside containers. These are desirable for aesthetic reasons and may be required by local codes. 
♣	Check with your trash removal service if dumpsters need cleaning. 
♣	Clean containers and receptacles frequently, inside and out. 
♣	Use the mop sink area for washing garbage containers. It is readily available and is away from food preparation. It is equipped with hot and cold water and a floor drain for washing garbage cans daily. 
Keep Insects and Animals Out by . . .
[image: bullet]Keeping doors closed
[image: bullet]Taking garbage out frequently and keeping garbage areas clean
[image: bullet]Reporting any holes where animals can enter.
[image: bullet]Not providing free meals for animals.
 
Restaurant Safety Procedures
In addition to a clean and sanitary environment, we pledge to provide a safe environment. One of our primary goals is to operate an accident-free restaurant. A safe restaurant takes teamwork and effort on everyone’s part.
Whenever you see a potential hazard, or something you notice as unsafe, notify a manager immediately. Safety begins with you.
Here are guidelines for safety procedures:
 
When Cleaning Stationary Equipment 
♣	Unplug equipment; make sure hands are dry
♣	Disassemble
♣	Wash removable parts in a dish machine
♣	Wash and rinse stationary parts
♣	Sanitize food contact surfaces with sanitizer
♣	Air dry before reassembling, without touching food contact surfaces
Preventing Falls
♣	Wipe up spills immediately.
♣	Use “wet floor” signs.
♣	Wear shoes with non-skid soles and heels.
♣	Keep aisles and stairs clear.
♣	Walk; do not run.🔪
♣	Follow established traffic patterns.
♣	Do not carry anything that blocks your vision.
♣	Keep drawers closed.
♣	Use ladders properly; never use chairs, tables, or boxes. Do not stand on top of a ladder; do not over reach while standing on one.
♣	Use handrails on stairs.
♣	Turn lights on to see.
 
 Preventing Electric Shock 
♣	Never touch electrical equipment with wet hands or while standing in water.
♣	Unplug equipment before cleaning or disassembling to avoid shock.
♣	Do not yank plugs out by the cord. This can cause damage to the cords, which may then cause shocks.
♣	Report damaged and worn plugs and cords to your supervisor.
 
Lift Properly 
♣	Separate your feet: Before lifting heavy objects, separate your feet at least 20 to 30 cm apart and keep them close to the base of the object. This will reduce the strain on the back.
♣	Keep your back straight: Make sure to keep your back straight and your knees bent.
♣	Lift object: Learn to lift objects appropriately by bending your knees and not curving your back. To lift an object, use your hands and leg muscles to bend. Do not slouch your back. Do not use the muscles of your back. 
♣	Hold object close to your body and keep your back straight.
♣	Rotate all your body, not just your upper torso, when lifting.
♣	Use a dolly to lift heavy objects, but never load tall stacks since it is necessary to manage the load safely.
♣	Do not overexert yourself: Recognize your own limits. You do not have to do the work of two people.


Moving a Cart Properly
♣	Push rather than pull.
♣	Spread feet wide, one in front of the other, with your front knee bent.
♣	Keep your back straight.
♣	Slowly push into the cart with your body weight, using your leg muscles to do much of the pushing.
♣	Push slowly and smoothly. Avoid sudden motions or twisting your back.
 Preventing Cuts
♣	Know how to operate equipment.
♣	Pay attention when using sharp equipment. Never touch the edges of sharp blades.
♣	Use guards when provided on equipment.
♣	Use tampers to push food into equipment.
♣	Turn equipment off before adjusting.
♣	No loose sleeves, ties, or dangling jewelry should be by equipment.
♣	Carry dishes and glassware carefully.
♣	Sweep up broken glass; do not use your hands.
♣	Use special containers to dispose of broken glass, dishes, and other sharp objects.
♣	Remove can lids entirely from cans, then dispose of them.
Knife Handling 
♣	Do not use knives or operate any cutting or mixing equipment without proper training.
♣	Use the correct type of knife for the job. If you don’t know, ask the manager.
♣	Never cut towards yourself. Always cut away from yourself and others.
♣	Use a cutting board. Place a damp towel under the cutting board to prevent slippage.
♣	Use no-cut gloves when using a knife for slicing or dicing.
♣	Carry knives down at your side when walking through the kitchen.
♣	Let a dropped knife fall. Never try to catch a falling knife.
♣	Clean and sanitize a knife after each use.
♣	Always return a knife to its proper storage location after use. Never place a knife in a sink.
 
Preventing Burns
♣	Pay attention when working around hot equipment. 
♣	Always alert other employees when carrying hot foods by saying, “HOT FOOD” or “BEHIND YOU.”
♣	Avoid overcrowding range tops.
♣	Use dry potholders.
♣	Keep pot handles turned in from the edge of the range and open flames.
♣	Avoid overfilling containers with hot foods.
♣	Get help lifting heavy pots of hot foods.
♣	Open lids of pots and doors of streamers away from you, and do so slowly, to avoid a steam burn.
♣	Stir foods with long-handled spoons.
♣	Warn others of hot surfaces.
♣	Let equipment cool before cleaning, and do not use wet rags.
♣	Do not put icy frozen foods into the fryer. Put foods slowly into the fryer and stand back to avoid being splattered.
♣	Strike a match before turning on gas equipment to avoid a flare-up.
♣	Wear closed-toe and closed-heel shoes that do not absorb liquids.
♣	Metal containers, foils, or utensils should never be used in microwaves. 
♣	Warn guests of hot dishes.


Preventing Fires	
♣	Smoke only where allowed.
♣	Do not turn your back on hot oil as it may burst into flames.
♣	Keep equipment and hoops from grease buildup because grease causes many foodservice fires.
♣	Do not set the fryer at too high a temperature.
♣	Store matches in a covered container, away from heat.
♣	Keep garbage in a covered container, away from heat.
♣	Store chemicals away from heat since many chemicals are flammable.
Safe Chemical Handling
You will be trained on how to use and handle chemical products in the restaurant. Here are rules and guidelines to always remember when handling chemicals:
♣	Read the labels of all products before you use them.
♣	Follow the directions for proper storage, handling, and use for all chemicals you use.
♣	Ask the manager if you have any questions or concerns about using a certain product.
♣	Know how to call for medical help in case of an emergency.
♣	Never mix chemicals together.
♣	Do not store chemicals in unmarked containers.
♣	Do not store chemicals in or close to food storage, preparation, or serving areas.
♣	Do not leave aerosol spray containers near heat or spray close to an open flame.
♣	Do not dispose of any empty chemical container until you have checked on the label for how to do so.
 


Reading the MSDS (Material Safety Data Sheets)
♣	Read product name.
♣	Fire hazard—explains if the product can catch fire or explode.
♣	Health hazards—explains effects of overexposure and first-aid procedures.
♣	Spill precautions—explains steps to take in case of spills.
♣	Special protection—describes any special measures, such as goggles and rubber gloves used to decrease exposure and risk.
Read Chemical Product Labels
♣	Read name.
♣	Read physical and health hazards.
♣	Read instructions for storing, handling, and use.
♣	Read instructions on what to do in case of an emergency.
Wear Appropriate Safety Equipment
♣	Gloves
♣	Face shield
♣	Shoes


Hands-on Training: Sanitation & Safety
Your trainer will now demonstrate and you will practice proper sanitation and safety procedures. You will practice how to properly wash your hands, how to use cleaning equipment, how to read MSDS and use chemical products, and how to safely use the equipment within your station.  
Prep Cook Position Procedures
Introduction
Quality products along with great customer service sets the stage for a positive customer experience. Creating great menu items begins with proper preparation of our food items. That is where the prep cook comes in. You are the first person responsible for ensuring our food items are prepared following our standards and quality measures.
You only have one chance to make a first impression on a customer. So it is important to have the customer’s first impression be a positive one. Quality menu items paired with a staff of friendly, well-groomed employees creates instant customer confidence.
Station Preparation
♣	Clock in.
♣	Follow the opening checklist items.
♣	Check the prep station and make sure the area is clean and orderly.
♣	Ensure that the equipment is functional. 
♣	The prep area utensils and pans should be clean and ready to use. 
♣	Prepare holding cabinets and display cases and ensure they are maintaining proper temperatures.
Hands-on Training: Station Preparation
 
Your trainer will now demonstrate and you will practice how to properly prepare your station for service. You will practice how to clock in, check your station for readiness, prepare holding cabinets and display cases, and follow the opening checklist.  
 
 
 
Prep Cook Duties
 
There is a variety of terminology and equipment used in the kitchen when preparing food items. Listed below are some of the most commonly used terms and items: 
Kitchen Equipment and Terminology
	Term	Description
	Blanch	To immerse in boiling water or oil to loosen skin, partially cook, and heighten color and flavor. 
	Colander 		A large bowl-shaped utensil with many holes, used for draining, straining, and washing food.
	Chop		To cut an item into pieces, usually 1.25 x1.25 cm or larger.
	China Cap Strainer	Metal strainer with pointed, perforated tip.
	Dice 		To cut into small pieces, usually 3 x 3 mm or 6 x 6 mm
	Ice Bath 		Steps used to cool down a hot product quickly before refrigerating.
	Measuring Cups 		Usually a set of four different-sized cups used for measuring liquids and some solids. 
	Pot Sinks	Deep sinks used for washing dirty pots and pans.
	Prep Sinks 	 	Deep basins used for food preparation only. Pots and pans are not to be washed in these sinks. Screens are placed over the drain openings and must not be removed.
	Scales 		Equipment used for weighing food.
	Sheet Pans	Large pans used for food storage, cooking, and baking.
	Shelf Life 	Term used to describe the length of time a product can be stored without the loss of quality.
	Simmer 		To heat liquid until it begins to steam, but does not come to a boil.
	Slicer 		Equipment used to slice cheese, meat, and fruit. Useful in creating products of consistent appearance, size, and weight.
	Spatula 	A rubber utensil used to scoop or scrape food from containers or cans. Also called a “rubber scrapper.” Can also be a flat metal utensil used to flip burgers, pancakes, or any other grilled product.
	Strainers 		Metal screens with long handles and hooks used to strain products.
	Whip 		To beat a product into a smooth consistency, usually with a wire whip or electric blender.
	Measuring Spoons		Used to measure ingredients and spices. Consists of tablespoon, teaspoon, ½ teaspoon, and ¼ teaspoon.
	Ladles 		Stainless steel “bowls” of various ounce sizes attached to long stainless handles. Ladles come in many sizes.
	Perforated Spoons		Long-handled stainless spoons with holes in the bowl-shaped end. Used to scoop and portion food without getting the juice.
	Slotted Spoons		Long-handled stainless spoons without holes or slots. Used as portioning tools.

Kitchen Tool Tips
 
Measuring & Portioning Tools 
♣	Always use the “correct” measuring/portioning tools consistently.
♣	Always use level measurements.
Knives
♣	Sharpen regularly, usually daily.
♣	Clean and sanitize after each use.
♣	Hang knives with blades down.
Recipe Books
♣	Always use the recipes when preparing menu items.
♣	Measure precisely; don’t approximate.


Storage Containers
♣	Used to store food.
♣	Always date, label, and rotate when holding food.
♣	Always wash in dish area and store upside down.
Scales 
♣	Clean and sanitize after use.
♣	Use consistently.
♣	Calibrate regularly using a separate weight.
♣	Always carry by base, never by platform.
Sanitizing Solution & Spray Bottles
♣	Make available throughout kitchen in prep and line areas.
♣	Use regularly on knives, utensils, counters, cutting boards, and equipment.
Kitchen Counters & Sinks
♣	Clean and sanitize regularly.
♣	Use for food preparation only.
♣	Do not use chemicals.
Can Opener
♣	Clean after each use.
♣	Located on prep table.
Slicer
♣	Know proper settings for each product.
♣	Never leave unattended.
♣	Always keep hands away from the blade.
♣	Keep clean and sanitize after every use.
Pots, Pans, and Holding Containers
♣	Store in proper locations, always upside down.
♣	Send through dishwasher.


Cutting Boards
♣	Clean and sanitize after each use.
♣	When using, keep a damp towel underneath to keep from sliding.
Utensils
♣	Serving spoons—used for stirring or serving.
♣	Ladles—used for accurately portioning products.
♣	Tongs—long or short handles.
♣	Perforated or slotted spoons—used for stirring or serving.
♣	Whips—used to stir, whip, or mix products.
Controlling Waste and Storage
In order for our restaurant to be successful, we not only have to serve great food and deliver outstanding service, but we also have to control our costs.
Food cost is the total of all money spent by the restaurant on food ingredients in a given period, expressed as a percentage of total sales over the same period. Food cost is the single largest controllable cost. You play an important role in that control.
Here are some of the ways in which you can help control food costs:
♣	Maintain proper FIFO (first-in, first out) rotation.
♣	Portion control. Weigh portions correctly. Calibrate scale often.
♣	Record your waste on the proper form.
♣	Look for ways to minimize waste.
 
Here are some basic procedures to follow to control costs:
Prepping
♣	Read recipes thoroughly.
♣	Use the correct measuring tools.
♣	Follow daily prep lists and production schedules.
♣	Use the entire product from a container. Scrape containers with a rubber spatula.
♣	Follow builds correctly. 
♣	Rotate and use the oldest product first (FIF0).


Product Storage	
Always follow proper cool-down procedures. Not cooling down products properly before placing them in the fridge can cause spoilage. Cover products properly to keep them fresh and good tasting.
 
Recipes & Prep Sheets
Recipes
It is critical that all instructions and measurements on recipes be followed exactly. Always use the recipe sheet when preparing any products. These steps must be followed so that we serve food with the same great taste, texture, and color to every guest, consistently, each time.
When preparing recipes, you need to know the units of measure used for ingredient portions. 
♣	Weight units are kilogram  and grams and are measured using a scale.
♣	Volume units are cups, tablespoons, teaspoons, etc. and are measured using cups and spoons. Or liters and milliliters using measuring container.
♣	Quantity (each) is the number of items as in the number of bags, cans, boxes, patties, etc. that are in the recipe. 
Daily Prep Sheets 
Daily Prep Sheets are important tools in controlling food cost and ensuring we always have a sufficient quantity of fresh quality food. The kitchen manager will fill out the Daily Prep Sheet each morning. 
How to read the Daily Prep Sheet:
	On Hand	The amount of usable product left over from the previous day. This is determined by taking a physical count and inspection of products on hand.
	Par Level	Based upon the average usage of products on peak and non-peak days of the week. Managers are responsible for updating par levels as product usage and sales fluctuate.
	Prep	The amount of the item to prepare that day to build up to the par level.
	Initials	The initials of the person who prepares the product.

 
 
 
 
Tips to filling out a prep sheet:
♣	When work has begun on a product, highlight the Item with a yellow marker.
♣	Once the product has been prepared, highlight the entire line.
[image: Daily Prep Sheet.png]
Food Storage and Rotation
All food products used in the restaurant are dated when they are received and put into storage and dated again when they are prepared. Products are always rotated using the FIFO method.
FIFO Rotating System
Always refer to the “received on” or “prepared on” date and use the oldest products first as long as the “use by” date has not passed. If the “use by” date has been passed, notify the manager, discard the product, and mark it down on the waste report
Storage
When deliveries are received, products need to be unloaded and placed in storage in the following order:
[image: bullet]Veg fridge & meat fridge 
[image: bullet]Freezer
[image: bullet]Stockroom (dry storage)
Chilled products need to go directly to the fridge first as they are the most perishable items.
Place new product on the bottom or in back of older product so that the older product is most accessible and is used first. Always use a food label or a permanent black marking pen to record the date received.

Storing Products in the fridge
[image: bullet]Place frequently used items near the door so they are easily accessible.
[image: bullet]Always place raw products below cooked or ready-to-eat products.
[image: bullet]Fish and shellfish products are highly perishable. Store these items away from the door in the coldest areas of the fridge
[image: bullet]Eggs and dairy products can absorb odors and flavors from other foods. These products should be stored in tightly sealed containers and away from foods with strong odors like fish, certain cheeses, cabbage, and onions.
Storing Products in the Freezer
[image: bullet]The temperature in the freezer should be maintained at a minimum of -18°C. 
[image: bullet]All items in the freezer must stay sealed or the product will become freezer-burned. 
[image: bullet]Once an item has thawed, even partially, it should NOT BE REFROZEN. Only remove products from the freezer that will be used promptly.
Storing Products in Dry Storage
[image: bullet]Keep the stockroom organized and clean of debris at all times.
[image: bullet]Keep all food products at least 15cm off the floor.
[image: bullet]Keep all chemicals on a bottom shelf separate from all other products.
[image: bullet]Place heavier containers on the lower shelves.
 
 
 
Hands-on Training: Preparation Procedures
Your trainer will now demonstrate and you will practice all preparation procedures. You will practice how to read a prep sheet, prepare products, label, and store products.  


Forms
Opening Checklist
At the beginning of the shift
[image: bullet]Put on uniform and clock in no sooner than 5 minutes before the start of your shift unless told otherwise from a manager.
[image: bullet]Check your station assignments.
[image: bullet]Check the employee board for messages from the manager.
[image: bullet]Check for vegetable & dairy deliveries & place in storage ( F.I.F.O)
[image: bullet]Check cake display and rearrange on clean cake stands if necessary
[image: image.png]
[image: bullet]Conduct your station review:
[image: bullet]Prep tables are clean and sanitized. 
[image: bullet]Floors are clean.
[image: bullet]Shelving is organized stocked.
[image: bullet]Fridges are at the correct temperatures and working properly.
[image: bullet]Preparation equipment is in clean and in working condition.
[image: bullet]Prep sheet is filled out for the current day.
Prep items
[image: bullet]Cherry tomatoes cut in half
[image: bullet]Cucumber for Salad garnsih
[image: bullet]Cucumber sticks
[image: bullet]Carrot sticks
[image: bullet]Houmous
[image: bullet]Board ramekins filled
[image: bullet]Olives
[image: bullet]Chips cut
[image: bullet]Salad washed
[image: bullet]Chilli Jelly

Closing Checklist
At the end of your shift:
Prep Area
[image: bullet]Clean and organize under prep tables
[image: bullet]Clean, wipe, and dry sinks
[image: bullet]Clean, wipe, and dry walls
[image: bullet]Clean and sanitize countertops
[image: bullet]Empty and reline all trash cans
[image: bullet]Clean and organize dry storage area
[image: bullet]Sweep and mop prep area floor 
Freezer
[image: bullet]Verify that temperature is below -18°C.
[image: bullet]Clear the floor
[image: bullet]Organize shelves
[image: bullet]Rotate products, oldest products in front, discard products that have exceeded their pull dates
[image: bullet]Clean door
Fridges & Coolers
[image: bullet]Verify that temperature is between 2 and 5 degrees C.
[image: bullet]Ensure that all products are covered and in the proper containers
[image: bullet]Organize shelves, ensure that all containers are labeled 
[image: bullet]Rotate products, oldest products in front, discard products that have exceeded their pull dates
[image: bullet]Clean and wipe racks from top to bottom
[image: bullet]Clean & sanitize door
[image: bullet]Clock out once all items are completed and the manager has reviewed your station.


Customer Service
At Woody’s, we are known not only for our food, but for our exceptional customer service. Understanding that we have to work as a team in both the front of the house and the back of the house is crucial to our continued success with our customers. We can accomplish this with Super Service.
Super Service is for all employees. As a prep cook, you can help us achieve our 100% satisfaction guarantee by following these simple steps:
 
Step 1.	Smile. Keep a positive attitude always. Come to work ready to work and on time.
Step 2.	Sparkle. Maintain a clean and organized work area at all times.
Step 3.	Stay Safe. Follow all safety standards. Clean up spills, use proper cutting procedures, use gloves, etc.
Step 4.	Stay Busy. Be productive and keep up the pace. Keep up with the production levels, and replace stock during the slow periods.	 
Step 5.	Satisfaction. Be proud of every item you prepare and send out to a customer or to the line. 
 
Teamwork. 
Work together as a team.
 If you have questions about an order, ASK—don’t guess. 
Look for ways to help other team members assist customers.
 
 
 
 


Prep Cook Evaluation Form
 
Name: ________________________________	 Location: _____________________________ 
 
 
Trainer:________________________________	 Manager: _____________________________
 
 
This checklist will be used to evaluate the training and certification of an employee. The trainer will use this checklist to ensure that he or she has taught all procedures to the employee. The manager will certify that the employee successfully performs the tasks under regular working conditions.
 
Trainer:
Place a check in the Trained column next to each task once the employee has been trained on the procedure. Write feedback comments in the space provided. Review feedback with the trainee. Once the training is completed, have the trainee sign that he or she has received training, and sign in the trainer space.
Manager:
Place a check in the Certified column next to each task once the employee has performed the procedure under regular working hours. Review with the employee. Sign the form and place it in the employee file.
 
	Prep Cook Task/Procedure	Trained	Training Feedback	Certified
	Personnel  Sanitation & Safety Procedures
	Follows personal appearance guidelines for cleanliness, uniform, name tag, hair restraint, gloves, etc.	 
	 
	 

	Follows hand washing guidelines and sanitation and safety procedures.	 
	 
	 

	Station Preparation
	Clocks in as a Prep Cook.	 
	 
	 

	Ensures that the equipment is functional.	 
	 
	 

	Ensures that the area is clean and orderly.	 
	 
	 

	Ensures that the prep area utensils and pans are clean and ready for use.	 
	 
	 

	Ensures that the display cases and holding cabinets are ready for use and maintaining proper temperatures.	 
	 
	 

	Preparation Procedures
	Follows prep sheet.	 
	 
	 

	Follows standard recipes.	 
	 
	 

	Selects quality product.	 
	 
	 

	Follow FIFO when selecting product.	 
	 
	 

	Labels prepped and opened product correctly.	 
	 
	 

	Stores product properly.	 
	 
	 

	Follows all safety procedures.	 
	 
	 

	Maintains proper stock of prepped items	 
	 
	 

	Station Cleaning & Maintenance
	Follows proper procedures for cleaning the following station areas:
	Prep tables, sinks, and equipment.	 
	 
	 

	Refrigerators, display cases, and freezers.	 
	 
	 

	Floors, walls, and doors.	 
	 
	 


 
 
_____________________________________	_____________________________
Employee Signature (Received Training)	 	Trainer Signature	      Date
_____________________________________	_____________________
Evaluator Signature (Certification Complete)		Date of Certification	
 


 
 
 
 
 
Conclusion
You have been introduced to a lot of information throughout this guide and now it is time for hands-on training where you will be able to practice the procedures covered in this guide. 
At any time you feel you need additional training or have questions about what you have learned, please notify your trainer or manager.
We are excited about you joining our team. Remember to follow all standards and remember to keep the customer in mind when performing all job duties.
Congratulations on finishing this portion of your training!
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