
样板食品控制计划书
入门指南

如果你属于如下行业, 请参用样板食品控制计划:

• 餐饮服务业, 例如餐馆, 咖啡馆, 外卖店, 餐饮备办服务
商, 或医院厨房。

• 备制或生产和销售食品的零售商 - 包括零售肉店，鱼店，
熟食店和超市。

Chinese (simplified) translation
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Testing not for distribution

什么是食品控制计划？

高风险食品企业为确保食物的安全,必须参用一个书面计划。这就是所谓
的食品控制计划。遵循该计划有助于你在日常工作中管理食品安全,并有
助于你记录日常落实的食品管理措施。

为使你的计划创建更容易,新西兰初级产业部已编写了样板。你可以在初
级产业部网站上找到样板。

为什么它看起来有点长？ 

有关计划书的创建是为适应不同类型的食品企业。这意味着,你不需要使
用整本计划,但可以选择适用于你的页面。

样板包括:

•	有关需要符合食品安全标准的介绍

•	如何遵循法规的忠告

•	记录样板,是用来证明你有在正确地操作 

我该如何开始？

你可以在初级产业部的网站 www.mpi.govt.nz/foodact 找到样板。

如果你无法下载这些样板，你应该联系初级产业部或所在地政府部门。

有许多不同的样板,你必须找出适合你的样板来完成。这取决于你的食品
经营范围。

信息
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流程概述

找到合适的样板 选择适用于你的页面 

填写你的计划 使用该计划
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访问初级产业部的网站1

找到合适的样板
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判定您是食品零售还是餐饮服务

餐饮服务业包括:

C a f e

食品零售业包括:

肉店，面包店，鱼店，超市和熟食店。

餐馆，咖啡馆，餐饮备办服务商，流动食品服务车，              
学校，医院或养老院。

在这些领域的大多数企业可以使用通用样板。如果你的加工过程
不包括在这些 样板中，或者你要以不同方式备制食品，你可以
选择开发自己的计划，调用定制的食品控制计划。

2

Del i

Open

找到合适的样板
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选择你的样板并下载

基础册 日记

安全供应分册零售基础册

面包店

鱼店

肉店

熟食店

选择一个适用于你生意的

分类手册

餐饮服务商食品零售商

如果你的生意跨越一个以上
类别，你可以从相关分类手
册中选择相关页面。

3

每个人都需要
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Ministry for Primary Industries Food Control Plan – Dec 2015     INTRO 1.1 page 3

Contents
1.0

Basics Pack– For all food businesses 
Introduction

Element Needed? 
Yes    No MPI Issue

1.1 Contents     Dec 2015

1.2 Amendment record     Dec 2015

1.3 Getting started     Dec 2015

1.4 How to use the plan     Dec 2015

1.5 How to use the diary     Dec 2015

1.6 Getting started checklist     Dec 2015

1.7
Summary of requirements for a food control plan 
applied to this template     Dec 2015

2.0 Management
2.1 Business management details     Dec 2015

2.2 Physical boundaries and layout     Dec 2015

2.3 Documents, records and reporting     Dec 2015

2.4 Design, location and use of food places     Dec 2015

2.5 Facilities, equipment and essential services     Dec 2015

2.6 Training, supervision, competence     Dec 2015

2.7 Managing Listeria     Dec 2015

2.8 Managing Listeria in the care sector     Dec 2015
3.0 Places Basic
3.1 Preventing cross contamination     Dec 2015

3.2 Using shared places for commercial food     Dec 2015

3.3 Water supply     Dec 2015

3.4 Roof water supply     Dec 2015

3.5 Surface water or ground water supply     Dec 2015

3.6 Cleaning     Dec 2015

3.7 Designing a cleaning schedule     Dec 2015

3.8 Cleaning schedule     Dec 2015

3.9 Waste management     Dec 2015

3.10 Pest and animal control     Dec 2015

3.11 Maintenance     Dec 2015

3.12 Designing a maintenance schedule     Dec 2015

3.13 Maintenance schedule     Dec 2015
4.0 People Basics
4.1 Sickness     Dec 2015

4.2 Exclusion of infected persons     Dec 2015

4.3 Hand hygiene     Dec 2015

4.4 Personal hygiene     Dec 2015
5.0 Food Basics
5.1 Potentially hazardous food     Dec 2015

5.2 Checking temperatures     Dec 2015

5.3 Purchasing and receiving goods     Dec 2015

5.4 Perishable and shelf-stable food storage     Dec 2015

5.5 Chilled and frozen food storage     Dec 2015

5.6 Fruit and vegetables     Dec 2015

5.7 Food stalls, food promotions & tastings     Dec 2015

5.8 Food vending machines     Dec 2015

5.9 Making and selling ice     Dec 2015

5.10 Customers reheating food     Dec 2015

5.11 Food allergens     Dec 2015

5.12 Food composition     Dec 2015

5.13
Equipment, packaging and other items in contact with 
food     Dec 2015

5.14 Food labelling     Dec 2015

5.15 Transporting food     Dec 2015

选择适用于你的页面

示例：在基本册的目录

勾选适用于你的章节1

将这些章节组合在一起，构成你的计划2
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Ministry for Primary Industries

Management

Food Control Plan – Dec 2015     MGMT 2.1 page 1

Business management details 

Business details

Legal name

Trading name

Legal status

[tick as appropriate]

 sole trader  partnership  limited liability company

 other [specify]:  

Type of business

[tick as appropriate]

 single outlet  managed branch of company  franchise

 other [specify]:  

Activity

[tick as appropriate]

Food Service:  dine in     takeaway    on-site catering     off-site catering    

 other [specify]:  

Food Retail:     butcher   delicatessen  bakery  fishmonger    fresh produce     grocery 

  transport/delivery  

 supply other businesses   transport/logistics   other (specify): 

  mobile food service or retail

Postal address

Telephone

Fax

Email

 
Location(s)

Street address (1) 
(premises where food business 
operates)

Water supply
Additional sites [continue on a separate sheet if needed and attach]

List below any other premises that are used in connection with the food business (e.g. premises used for storage or pre-
preparation of food). These activities and sites will also be covered by this FCP. If water is used for food purposes, identify the 
source of the water supply. 

Street address (2)

Activities/water supply source

Street address (3)

Activities/water supply source

Street address (4)

Activities/water supply 

填写你的计划

Barney’s Restaurant

Barney’s Restaurant

123A Grove Road, Suburbia, Wellington 

04 123 4567

barneysrestaurant@hotmail.com

32 Bay Road, Suburbia, Wellington 1234

City council

示例：在基本册的企业管理样板

写下你的业务细节1
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Ministry for Primary Industries

Management

Food Control Plan – Dec 2015     MGMT 2.2 page 1

Physical boundaries and layout 
Using the grid below draw a diagram showing the physical boundaries, the layout of the place where you operate your business, and 
the types of activity carried out there. You must also show the location of any other activities within the physical boundaries that 
are not activities of your food business. You do not need to show activities that happen outside the physical boundaries unless the 
activities on neighbouring properties pose a rick to the safely and suitability of food. Use the box below the grid to describe what 
these activities are. 

If you operate from more than one place you can copy this page to provide the information about each location.  
Your FCP must include details of how you keep food safe and suitable if the other activities could affect the safety and suitability of 
your food. This is included in Using shared places for commercial food.  

Business name

Site address

A description of the activities that are not activities of this business:

1

2

3

4

5

6

7

8

9

10

11

12

13
14

15

16

17 18 1920

21

22 23

29

28

2726

25

24

30

31

33

32

30

30
30

34

示例：在基本册的地界样板

Ministry for Primary Industries

Management

Food Control Plan – Dec 2015     MGMT 2.2 page 1

Physical boundaries and layout 
Using the grid below draw a diagram showing the physical boundaries, the layout of the place where you operate your business, and 
the types of activity carried out there. You must also show the location of any other activities within the physical boundaries that 
are not activities of your food business. You do not need to show activities that happen outside the physical boundaries unless the 
activities on neighbouring properties pose a rick to the safely and suitability of food. Use the box below the grid to describe what 
these activities are. 

If you operate from more than one place you can copy this page to provide the information about each location.  
Your FCP must include details of how you keep food safe and suitable if the other activities could affect the safety and suitability of 
your food. This is included in Using shared places for commercial food.  

Business name

Site address

A description of the activities that are not activities of this business:

Ministry for Primary Industries

Management

Food Control Plan – Dec 2015     MGMT 2.2 page 1

Physical boundaries and layout 
Using the grid below draw a diagram showing the physical boundaries, the layout of the place where you operate your business, and 
the types of activity carried out there. You must also show the location of any other activities within the physical boundaries that 
are not activities of your food business. You do not need to show activities that happen outside the physical boundaries unless the 
activities on neighbouring properties pose a rick to the safely and suitability of food. Use the box below the grid to describe what 
these activities are. 

If you operate from more than one place you can copy this page to provide the information about each location.  
Your FCP must include details of how you keep food safe and suitable if the other activities could affect the safety and suitability of 
your food. This is included in Using shared places for commercial food.  

Business name

Site address

A description of the activities that are not activities of this business:

Barney’s Restaurant

32 Bay Road, Suburbia, Wellington 1234

绘制你店铺的平面图 (这可以手工绘制)2
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示例：在基本册的清洁计划样板

填写你计划的其余部分3
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Ministry for Primary IndustriesPEOPLE 4.3 page 1      Food Control Plan – Dec 2015

Hand hygiene

 How this is done

Everyone (including contractors) must follow good hand 
hygiene practices by washing and drying their hands, as 
described in the steps below especially:
• when entering any area where unwrapped ready-to-eat food 

is handled;
• before touching unwrapped ready-to-eat foods;
• after touching raw food (meat, vegetables etc);
• before putting on gloves and after removing them;
• after coughing and sneezing;
• after using the toilet.

Hand washing

Step 1: Clean under each fingernail using warm running 
water, soap and a nail brush.

Step 2: Wash hands with warm running water and soap, 
rubbing vigorously (front, back and between fingers).

Step 3: Dry hands thoroughly (front, back and between 
fingers) by using: [tick option]

 single-use cloth (roller) towel 

Rub hands on two sections of towel.

 single-use paper towel

Rub hands on two paper towels.

 air blower

Rub hands whilst air blower operating.

Using gloves

Gloves must be changed between tasks (e.g. after handling 
uncooked food and before handling ready-to-eat foods etc).

When gloves are first used and whenever they are changed 
hands must be washed – see hand washing (above) 

Gloves are only worn for the following tasks:

 Goal  Why?

To prevent food and food contact surfaces from becoming 
contaminated by unclean hands through effective hand 
washing and drying.

Act requirements:
• All staff and visitors must follow appropriate personal 

hygiene routines to make sure that the safety and suitability 
of food is not compromised.

• Hand washing and drying is one of the best ways to prevent 
harmful microbes from getting onto food.

• Harmful microbes carried on hands (or gloves) can be 
passed onto food by either touching food directly or by 
touching other things that the food comes into contact with 
(e.g. benches, knives, chopping boards etc).

• Gloves are not a substitute for hand hygiene.

 How this is done

Hand jewellery and finger nails

To enable good hand hygiene, fingernails should be kept 
short. Hand jewellery should not be worn, if the food handler 
is working with unwrapped food.

 What if there is a problem?

When a staff member doesn’t follow correct hand hygiene 
discuss the issue straight away with the person to find out 
why.

You may need to:
• demonstrate the correct procedure to them;
• provide a hand washbasin at a more convenient location;
• change the type of hand cleaning materials;
• provide information, e.g. on a poster above the basin.

If there is not a supply of soap and hand towels, you must 
renew supply. Review restocking practice.

Write it down
You must write down in the Diary when 
employees are noticed not following good hand 
hygiene and what was done to correct them.

It can be hard to judge time, so it is 
recommended you develop a habit that will 
help you measure the required washing 
time (e.g. try singing twice through the 
“happy birthday” song).

Gloves do not protect food from cross-
contamination (e.g. passing microbes from 
raw food to cooked food). Gloves, just like 
hands, can transfer microbes from raw 
food, equipment, utensils and surfaces 
to ready-to-eat food. Change gloves 
frequently. Hands need to be washed when 
dirty gloves are removed and before clean 
gloves are put on.

Staff that do tasks that don’t involve 
unwrapped food may be able to keep 
hands clean by using other cleaning 
methods, such as hand wipes or gels. 
Hand sanitisers are not effective unless 
hands are cleaned first.

Places basics

使用你的计划

一步步，以确保你把
工作做好做对的指
南。

示例：在基本册的手部卫生样板

Ministry for Primary IndustriesPEOPLE 4.3 page 1      Food Control Plan – Dec 2015

Hand hygiene

 How this is done

Everyone (including contractors) must follow good hand 
hygiene practices by washing and drying their hands, as 
described in the steps below especially:
• when entering any area where unwrapped ready-to-eat food 

is handled;
• before touching unwrapped ready-to-eat foods;
• after touching raw food (meat, vegetables etc);
• before putting on gloves and after removing them;
• after coughing and sneezing;
• after using the toilet.

Hand washing

Step 1: Clean under each fingernail using warm running 
water, soap and a nail brush.

Step 2: Wash hands with warm running water and soap, 
rubbing vigorously (front, back and between fingers).

Step 3: Dry hands thoroughly (front, back and between 
fingers) by using: [tick option]

 single-use cloth (roller) towel 

Rub hands on two sections of towel.

 single-use paper towel

Rub hands on two paper towels.

 air blower

Rub hands whilst air blower operating.

Using gloves

Gloves must be changed between tasks (e.g. after handling 
uncooked food and before handling ready-to-eat foods etc).

When gloves are first used and whenever they are changed 
hands must be washed – see hand washing (above) 

Gloves are only worn for the following tasks:

 Goal  Why?

To prevent food and food contact surfaces from becoming 
contaminated by unclean hands through effective hand 
washing and drying.

Act requirements:
• All staff and visitors must follow appropriate personal 

hygiene routines to make sure that the safety and suitability 
of food is not compromised.

• Hand washing and drying is one of the best ways to prevent 
harmful microbes from getting onto food.

• Harmful microbes carried on hands (or gloves) can be 
passed onto food by either touching food directly or by 
touching other things that the food comes into contact with 
(e.g. benches, knives, chopping boards etc).

• Gloves are not a substitute for hand hygiene.

 How this is done

Hand jewellery and finger nails

To enable good hand hygiene, fingernails should be kept 
short. Hand jewellery should not be worn, if the food handler 
is working with unwrapped food.

 What if there is a problem?

When a staff member doesn’t follow correct hand hygiene 
discuss the issue straight away with the person to find out 
why.

You may need to:
• demonstrate the correct procedure to them;
• provide a hand washbasin at a more convenient location;
• change the type of hand cleaning materials;
• provide information, e.g. on a poster above the basin.

If there is not a supply of soap and hand towels, you must 
renew supply. Review restocking practice.

Write it down
You must write down in the Diary when 
employees are noticed not following good hand 
hygiene and what was done to correct them.

It can be hard to judge time, so it is 
recommended you develop a habit that will 
help you measure the required washing 
time (e.g. try singing twice through the 
“happy birthday” song).

Gloves do not protect food from cross-
contamination (e.g. passing microbes from 
raw food to cooked food). Gloves, just like 
hands, can transfer microbes from raw 
food, equipment, utensils and surfaces 
to ready-to-eat food. Change gloves 
frequently. Hands need to be washed when 
dirty gloves are removed and before clean 
gloves are put on.

Staff that do tasks that don’t involve 
unwrapped food may be able to keep 
hands clean by using other cleaning 
methods, such as hand wipes or gels. 
Hand sanitisers are not effective unless 
hands are cleaned first.

Places basics

选项框会帮你决定哪
些程序可以落实到
位。勾选你会使用的
那个程序。

涉及你应该何时何地
执行这些程序的信
息。

有关以其它方式完成
程序的建议。

确认你已具备正确的程序1
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Ministry for Primary IndustriesPEOPLE 4.3 page 1      Food Control Plan – Dec 2015

Hand hygiene

 How this is done

Everyone (including contractors) must follow good hand 
hygiene practices by washing and drying their hands, as 
described in the steps below especially:
• when entering any area where unwrapped ready-to-eat food 

is handled;
• before touching unwrapped ready-to-eat foods;
• after touching raw food (meat, vegetables etc);
• before putting on gloves and after removing them;
• after coughing and sneezing;
• after using the toilet.

Hand washing

Step 1: Clean under each fingernail using warm running 
water, soap and a nail brush.

Step 2: Wash hands with warm running water and soap, 
rubbing vigorously (front, back and between fingers).

Step 3: Dry hands thoroughly (front, back and between 
fingers) by using: [tick option]

 single-use cloth (roller) towel 

Rub hands on two sections of towel.

 single-use paper towel

Rub hands on two paper towels.

 air blower

Rub hands whilst air blower operating.

Using gloves

Gloves must be changed between tasks (e.g. after handling 
uncooked food and before handling ready-to-eat foods etc).

When gloves are first used and whenever they are changed 
hands must be washed – see hand washing (above) 

Gloves are only worn for the following tasks:

 Goal  Why?

To prevent food and food contact surfaces from becoming 
contaminated by unclean hands through effective hand 
washing and drying.

Act requirements:
• All staff and visitors must follow appropriate personal 

hygiene routines to make sure that the safety and suitability 
of food is not compromised.

• Hand washing and drying is one of the best ways to prevent 
harmful microbes from getting onto food.

• Harmful microbes carried on hands (or gloves) can be 
passed onto food by either touching food directly or by 
touching other things that the food comes into contact with 
(e.g. benches, knives, chopping boards etc).

• Gloves are not a substitute for hand hygiene.

 How this is done

Hand jewellery and finger nails

To enable good hand hygiene, fingernails should be kept 
short. Hand jewellery should not be worn, if the food handler 
is working with unwrapped food.

 What if there is a problem?

When a staff member doesn’t follow correct hand hygiene 
discuss the issue straight away with the person to find out 
why.

You may need to:
• demonstrate the correct procedure to them;
• provide a hand washbasin at a more convenient location;
• change the type of hand cleaning materials;
• provide information, e.g. on a poster above the basin.

If there is not a supply of soap and hand towels, you must 
renew supply. Review restocking practice.

Write it down
You must write down in the Diary when 
employees are noticed not following good hand 
hygiene and what was done to correct them.

It can be hard to judge time, so it is 
recommended you develop a habit that will 
help you measure the required washing 
time (e.g. try singing twice through the 
“happy birthday” song).

Gloves do not protect food from cross-
contamination (e.g. passing microbes from 
raw food to cooked food). Gloves, just like 
hands, can transfer microbes from raw 
food, equipment, utensils and surfaces 
to ready-to-eat food. Change gloves 
frequently. Hands need to be washed when 
dirty gloves are removed and before clean 
gloves are put on.

Staff that do tasks that don’t involve 
unwrapped food may be able to keep 
hands clean by using other cleaning 
methods, such as hand wipes or gels. 
Hand sanitisers are not effective unless 
hands are cleaned first.

Places basics

样板里标有感叹号
和灯泡图案的内容
是一些相关的小贴
士和信息，以确保
你的食品安全。

示例：在基本册的手部卫生样板

样板里的这些章节
告诉你何时需要保
持记录。你可以参
用日记的记录样板
或使用自选的不同
格式的记录。

找出你需要做的记录2
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记录表在计划书后面的日记部分

你应该在日记中: 

•	写下任何出错以及如何纠正错误的措施。

•	确认你在照章办事。

•	记下煮熟，存储和展示食品的温度。

使用记录表

•	计划中记录表的示例使你保存记录更容易。你也可以创建自己的记
录表。为“两小时的热食温度”记录举的两个例子，请参见本指南的 
第14页和15页。

为什么要保持记录？ 

•	你必须经常检查，以便发现问题。 

•	记录能帮助你了解你的计划是否行之有效。 

•	在审核时, 你需要向审核人员出示你的记录。

保存记录3
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示例：在基本册的两小时食品保温记录
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示例：创建你自己的记录
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示例：在基本册的员工培训样板
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示例：在基本册的员工疾病记录
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Testing not for distribution
产品

•	记下你的食品供应商，收货的食品名， 日期和数量。
这一点很重要，可用来证明你采购了安全食品，以及
在出现问题时可以跟踪原料的来源。

按照你的计划行事将有助你贯彻食物和客户安全的所有正确事项。 

如下是一些你需要做的重要事项：

有关该计划的更多信息

人

•	员工必须持有正确的食品安全技能。把这收录到他们
的培训记录中。

•	员工必须是健康的，穿干净的衣服并卫生地处理食
品。把员工的患病情况收录到疾病记录中。

地方

•	保持环境清洁,无垃圾和害虫。 

•	创建一个清洁计划，说明隔多久会进行清洁。用日记
来确认你已照清洁计划来做清洁。

•	做一个维修保养计划， 确定隔多久会检查设备。这将
有助于预防设备停止运作。
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流程

食物的温度是非常重要的。你必须检查（并保持记录，以
显示）有潜在危害的食品，例如鸡，肉或乳制品，以确
保：

•	(正如在你的计划中确定的)在正确的温度中储存。

•	煮熟到正确的温度。

•	在合适的時间段之內冷却到正确的温度。

•	在正确的温度中运送。 

75˚C

问题 

世事不都是一帆风顺的。记下任何会影响食品安全的事
宜，以及你所采取的纠正措施。例如，当你发现了老鼠
屎时，或当你在当地报纸看到食品召回通知时,你做了什
么。

別担心 - 你可以在你的计划中找到应对这些情况的答
案。
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下一步

注册

在你个性化你的计划后，请联系你所在地的政府部门申请注册。如果你的

企业在多个区域进行操作，你可以向初级产业部登记注册。

审核

一旦你的计划被注册，食品安全审核员将会审核你是否在执行你的计划。

他们会观察你正在做什么，向你和你的员工提问，查看你的日记和记录，

以便验证你的计划是否在你的企业行之有效。如果你的食品安全管理得

好，他们将减少访问的频率。

更多信息

如果你有任何问题，请联系初级产业部或地方政府。

访问: www.mpi.govt.nz/foodact	
初级产业部: info@mpi.govt.nz    0800 00 83 33

找到你的地方政府: www.lgnz.co.nz


