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Annex H, Operational Briefing Checklist 
 
 

• Situation 
- Overview of situation (USAR and non-USAR) 
- Humanitarian needs 
- Other 

 
 

• Accomplishments of last operational period 
- Summary of USAR response 
- Work sites covered 
- Buildings assessed 
- Live rescues and deceased recovered 

 
 

• Assignments for next operational period 
- USAR teams assignments 
- Special assignments, e.g., sharing USAR resources such as HAZMAT, 

engineer, medical, etc. 
- Coordination issues pertaining to USAR 

 
 

• Administrative arrangements 
- BoO 
- Logistics 
- Communications 
- Other 
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Annex I, USAR Team Mission Summary Report 
 

To be completed by all USAR Teams prior to leaving the affected country. Completed 

forms are to be submitted to either the OSOCC or the Reception Departure Centre. 

 

Team Name: ______________________________________________________ 
 
Contact Information (in home country): 
 
Name: _______________________ Phone: _____________________ 
 
E-mail: __________________ Fax: ___________________________ 
 
Date and time of arrival:  ______________________________________ 
 
Date and time of departure:          ______________________________________ 
 
Assigned Area(s) of Operation: 

___________________________________________________________________

___________________________________________________________________ 

 

Results: 

DESCRIPTION NUMBER 

Live victims extricated  

Dead victims recovered  

 

Suggested changes to current INSARAG Guidelines: 

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
_________ 
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Annex J, USAR Team Demobilization Form 
 
USAR Demobilisation sheet to be completed by USAR Teams and submitted to the 

OSOCC to facilitate the coordinated transportation from the affected country 

 

DEMOBILISATION INFORMATION: 
Team Name:    ___________________________ 

Preferred Date of Departure: ___________________________ 

Preferred Time of Departure: ___________________________ 

Preferred Point of Departure: ___________________________ 

Flight information:   ___________________________ 

TEAM INFORMATION:  

Number of persons:   ___________________________ 

Number of dogs:   ___________________________ 

Equipment (TM3):   ___________________________ 

 

SPECIAL REQUESTS: 
Need of ground transportation:     □ Yes / □ No 

Need of loading/unloading assistance:    □ Yes / □ No 

Need for accommodation at point of departure:  □ Yes / □ No 

 

OTHER NEEDS: 
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

_____________________________ 
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2. Establishing the camp 

2.1 Size of the 

area 

The overall camp layout must be clearly envisaged when determining if a 

proposed camp site is large enough. In emergencies, various agencies are 

competing for the best camp site, and a ‘first come, first served’ basis is 

often the rule. Therefore the camp manager must be very clear on whether 

the proposed site is suitable; he should also bear in mind that camps, 

generally within the IHP history, have been standing for longer than 

originally requested as well as growing in size.  

 

When looking at the site, it is pertinent to consider not only if the site is 

large enough, but also if it is suitable: what is the security situation of the 

site? Is it possible to have different entrance and exit? What is the proximity 

of local neighbours? What has the site previously been used as? If it is a 

field, how will water converge? 

 

Working in emergencies as a result of natural disasters, buildings are often 

affected structurally. The stability of on-site structures must be assessed by 

appropriately trained personnel.  

 

 The camp manager must consider: 

a. Calculate the size of the compound by the following equation: 1500 

m2 + 20 m2 per person accommodated person + 20 m2 per office 

space + 15 m2 per vehicle. Note that this equation does not offer 

space for a welfare area, and this should be added as needed. 

b. Further consider a possible growth of the camp up to 100 inhabitants.  

c. Assess the soil conditions: Whether it is a soft clay or hard rock will 

create varying conditions for how water can pass through. Soil 

conditions will also affect the way to level the site.  

d. To hinder erosion and flooding, the site should have a natural 

inclination up to 6 % but not less than 1 %. Also, the lowest point of 

the camp should be at least three metres above the water level in the 

rainy season1. Locals always have relevant information on how soil 

conditions develop throughout the year. 

                                                 
1 ”The Sphere Project”, 2004, p. 218 
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e. Access to necessary resources: water, fuel and local markets (food). 

f. In some environments, crime (e.g. thievery) is common and it can be 

troublesome to place the tents etc. immediately next to the camp 

perimeter. Include a buffer between the perimeter and camp 

structures, enabling regular patrolling. 

  

2.2 Land 

ownership 

Land ownership may be controversial in third world countries, e.g. proper 

documentation can be a problem, and in some instances government 

practice can be to overrule local/private land ownership. These factors may 

in some cases only be clear to the camp manager after the camp has already 

been placed, resulting in local animosity targeted at the camp and/or its 

staff. Land ownership issues must be identified and addressed.  

 

2.3 Preparing 

the site 

Once a decision has been made by the camp manager and relevant parties 

regarding the proposed site, it is time to actually prepare the site and make 

it suitable for erection of the camp. Be aware that the requesting 

organisation will very often have potential inhabitants queuing to live in the 

camp, even while the camp is in its initial phase; as such, make a plan for 

when the first inhabitants will be able to move in and communicate this 

clearly to them. Also, in addressing the need for them to move into the 

camp, consider whether it will be possible to temporarily erect a few tents 

instantly, which can then at a later stage have their sites properly prepared. 

 

 The camp manager must consider: 

a. Is it relevant to level the site with heavy machinery before placing the 

camp? 

b. Will it be necessary to harden the area? If relevant, buy stones, 

gravel or slabs etc. to harden roads and pathways.  

c. Assess the soil conditions: with regard to how stones can rupture a 

tent floor over several months, how will the soil wear on the tents? If 

water manages to wash under the tents, it will reveal more 

stones/rock. Is it possible – with regard to time and resources – to 

distribute a layer of soft sand under the tents?  
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2.4 Drainage It is paramount to prepare the camp site with sufficient drainage; failure to 

do so has previously meant that whole camp sites have had to be restarted, 

which is a time-consuming matter. Even small amounts of rain can wash 

away the foundation under tents and prefabs. The camp manager should 

plan for a complete drainage network, taking into account the natural 

contours. 

 

Drains should be dug along tents and other structures. A drain should be 

roughly 20 cm deep, and if filled with large stones, the drain will not collapse 

and the stones will allow passage of the water. Note that stone-filled drains 

will clog easier and does require maintenance. If drains need to cross 

pathways, use pipes. 

 

 The camp manager should consider: 

a. Drains should be dug along tents and other structures, minimising 

erosion and flooding, especially under these tents/structures. 

b. A drain should be roughly 20 cm deep, and if filled with large stones, 

the drain will not collapse and the stones will allow passage of the 

water. Note that stone-filled drains will clog easier and does require 

maintenance.  

c. If a drain needs to cross a pathway, use a pipe to lead the water 

under. 

d. Plan for any wastewater, which might eventually add pressure on the 

drainage network. 

e. Maintenance of drains is important; if possible, employ locals to 

inspect and maintain drains. 
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2.5 Fencing The need for fencing varies with the context of the camp. In some instances 

a simple marker of the camp boundary is sufficient. In other cases proper 

hard fencing is required to keep unwanted individuals out of the camp, 

combined with regular patrolling. Alternatively a hard wall might also be a 

viable solution, depending on the local availability of materials. Erect 

fencing/wall as needed, but the initial overall camp layout should allocate 

enough space for a subsequent erection of a fence. Include a buffer between 

the perimeter and camp structures, enabling regular patrolling as well as 

unbroken line of sight along this perimeter. 

2.6 

Communication 

A very important, but often overlooked, factor is the possibility for satellite 

communications. Try to establish a satellite connection on site before setting 

up the camp. It can be troublesome later if something is blocking 

communications, creating a “radio shadow”.  
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3. Catering 

 The kitchen of the camp should cater for the IHP staff manning the camp as 

well as all other inhabitants. The kitchen should from the outset2 not cater 

for external people, e.g. locals, NGOs or other organisations, not living in the 

camp. People living and working out of the camp may sometimes have 

meetings though, and such meetings should be allowed for by the camp 

manager on individual basis, based on the current buffer in kitchen and 

dining hall capacity. 

 

Catering facilities and food storage is also a potential source for disease, if 

proper hygienic procedures are not observed. It is the camp manager’s 

absolute responsibility to ensure that this area is focused on. The kitchen 

staff should be required to do their own self-control on procedures, clothing, 

storage etc. But the camp manager may also successfully appoint a non-

catering staff member to keep external control and supervision on health and 

hygiene (see also appendix 10.1). 

 

3.1 Kitchen The importance of good food cannot be underestimated in emergency work. 

High quality food makes people more satisfied, and coming to the dining hall 

should be a break in the inhabitants’ stressful day, which again enables them 

to do a better job in the emergency. The food prepared in the kitchen should 

be served three times a day, and being both varied and healthy. 

 

3.2 Storage A storage area for food items should be connected or adjacent to the kitchen 

area. The storage can be either a tent or a more permanent facility. 

Depending on which materials are parts of the original camp package, it can 

be relevant to procure locally a number of freezers, refrigerators, shelves 

etc. The storage should allow for easy inspection of the stored food. 

 

The kitchen staff should be instructed to have a daily routine, whereby they 

inspect the storage for pests, petty thievery and the condition of the food 

                                                 
2 Ultimately, it is a decision pertaining to the requesting organisation who the dining facilities 

should cater for. The camp manager, though, is responsible for a sustainable relationship 

between number of dining visitors and capacity of dining facilities. 
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items stored there.  

 

3.3 Dining 

facilities 

Dining facilities should be provided, where the inhabitants of the camp are 

able to come and have their meals in a hygienic and well organised manner. 

Dining facilities should be separate from office or accommodation facilities. 

 

 The camp manager should consider: 

a. Due to hygienic reasons, the dining hall must be cleaned once every 

day; and if possible also light cleaning between meals.  

b. Dust can in some areas be a serious pollutant; therefore dining 

facilities require thorough cleaning and careful use of decorative items 

where dust may settle. 

c. The dining hall may be used for other purposes as well, e.g. non-

formal gathering point, meetings, security briefings, welfare activities 

etc. Inform camp inhabitants of what the possibilities are, if any, and 

when it is closed for cleaning. 
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4. Accommodation 

 The operational procedure of IHP is to send tent-based accommodation as 

rapid deployment; tents can be erected relatively quickly on-site and are 

earthquake secure. There is, however, a demand by the requesting 

organisations that IHP should find more permanent solutions – e.g. prefabs – 

for long-term operations. IHP provides tents for the first six months of the 

operation, after which other viable solutions can be considered. Tents should 

provide personal privacy. 

 

4.1 Beds Each tented cabin should provide the inhabitant with a proper bed, a pillow 

and a blanket or a sleeping bag. 

 

4.2 Laundry As a minimum, the camp should have laundry facilities to do washing of 

relevant items, i.e. clothes (staff only), bed linen (for the whole camp) and 

kitchen clothes (dish towels, rags etc.).  

 

 The camp manager should consider: 

a. Laundry facilities should help to ensure proper hygienic conditions in 

the camp, minimising bacteria, scabies etc. 

b. If using local kitchen staff, procure working clothes for them and 

wash it daily, ensuring that they have clean items for each day. 

c. Inhabitants in the camp – when they go on R&R – often sleep in local 

hotels with poor standards. Therefore they may bring back pests such 

as scabies. Washing the linen is an effective way of dealing with this. 

Items that cannot be washed should be aired for at least 24 hours, 

alternatively put in the freezer. 

d. Laundry facilities also use an amount of water and power, requiring 

some level of control over how many is using it, potentially also 

blocking the facility from more important usages. 

e. Build the laundry facilities to the extent possible, and if it has 

adequate capacity guests can also be allowed to wash their clothes 

there. 

  

4.3 Cleaning Camp staff should ensure regular cleaning of hallways and similar common 
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areas. Also, cleaning utensils and equipment should be available to the camp 

inhabitants ensuring they are able to clean their own sleeping area. 
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5. Sanitary Facilities 

5.1 Shower  The camp should provide all inhabitants with the availability of regular 

showers. Shower units should be gender-separate and ensuring personal 

privacy, with no more than 15 people per shower.  

 

5.2 Toilets The camp should provide all inhabitants with the availability of toilets. Toilets 

should be gender-separate and ensuring personal privacy, with no more than 

10 people per toilet. The physical form of toilets should take into account 

culture sensitive issues, such as gender separate entrances to toilet areas, 

and whether it should be a bowl or a squatting toilet. 

 

The importance of proper hygiene after defecation cannot be over-estimated. 

Hence there should be an ample supply of soap and running water in 

connection with toilet facilities.  

 

 The camp manager should consider: 

a. Showers must be cleaned every day. Inform the inhabitants when the 

showers are closed for cleaning. 

b. Toilets should be cleaned at least once every day, if possible 

continuously throughout the day. Ensure regular inspection of toilets 

as well as soap, toilet paper etc. 

c. Consider construction of hand washing facilities in front of the dining 

hall to lessen the risk of bacterial infections.  

d. In some cultures it is not correct having your backside in a certain 

direction, e.g. some Muslims refrain from having their back towards 

Mecca when defecating. 

e. Observing sexually bad habits, some men find it tempting to drill 

holes or in other ways trying to observe women naked. Therefore it is 

advised to keep toilets physically separate between sexes. 
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Figure. 5.1 A ventilated improved pit (VIP) latrine3 

 

                                                 
3
 Engineering in Emergencies, Davis, Jan, Lamert, Robert, ITDG Publishing, second edition 

2002, p. 174 
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6. Welfare 

 Often, some inhabitants are staying for a long time in the base camps and 

working in the emergency area. As such, IHP recognises that leisure 

activities are important, with which it is possible to reduce the stress on the 

individual. Welfare areas and activities are often overlooked, but are 

essential parts of a well established camp. Welfare, though, is also hard to 

standardise since it should be developed in relation to demand and adapted 

to local conditions.  

 

 The camp manager should consider: 

a. A laptop, a set of PC speakers and a projector make a good movie 

theatre. 

b. Considering the spaciousness of the camp, football, volleyball, crocket 

etc. demand only a low amount of resources to facilitate. 

c. If a tent is available, consider decorating it with lounge chairs, tables, 

television set etc. 

d. Consider why the captain onboard a cruise ship is often dining with 

the passengers; the camp manager in a camp also has a very 

important role in encouraging leisure activities and general after-

hours socialising.  One example is to have a barbeque; the camp 

manager can then work the grill, handing steaks out to the 

inhabitants. 

e. In long-term camps, consider hiring a local gardener or similar, who 

can do plantations, flowers, rake the gravel etc. These measures have 

a positive influence on inhabitants of the camp, to distract them from 

their stressful jobs. 

  

6.1 Staff-

separate areas 

When the camp staff are socialising with the other inhabitants, it is relevant 

to notice that they are in fact still working; requests and comments on the 

camp may come up, and as a result the staff might not be completely 

relaxed. Experience shows it is important to facilitate areas where the staff 

can gather, separate from the inhabitants; otherwise being ‘on the job’ 

constantly, and for several months, can wear the staff down. Additionally, in 

cultures where public nudity is frowned upon, the camp staff can also have 
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their own fenced area, shielding them from on-lookers and allowing for 

resting with their shirt off, for instance. Staff-separate areas should be 

considered a high priority even in the initial setting-up phase of a camp. 
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7. Medical 

7.1 Hygiene  A staff member should be made responsible to monitor and supervise 

hygiene related issues. This ‘hygiene promoter’ should as part of his daily 

routine inspect toilets, showers, hand washing facilities etc. Likewise, he 

should supervise kitchen staff and kitchen hygiene. It is crucial to have 

proper kitchen hygiene, minimising dietary infections. Hand washing should 

be promoted to both inhabitants and staff regularly.  

 

7.2 EMT An emergency medical technicial (EMT) should be part of the camp staff. The 

EMT is often also the hygiene promoter. The EMT is responsible for the 

maintenance of the camp’s medical facilities, medicine etc., and he should 

also prepare and maintain a medical emergency plan, including a list of the 

nearest hospitals. 

 

 A medical emergency plan must include: 

a. A list of the nearest hospitals 

b. The capacities and expertise at various hospitals (x-ray, emergency 

ward, intensive care, heli-pad etc.) 

c. Modes of transport and plan for emergency evacuation (MEDEVAC). 

7.3 Smoking 

policy 

Smoking is not allowed inside any tents, prefabs or other structures. 
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8. Security 

8.1 Perimeter 

fence/wall  

Fence/wall should be developed and constructed as needed. See point 2.6 

for more details. 

 

8.2 Checkpoint The need for entrance control varies with the context in which the camp 

operates. A checkpoint should be developed as the situation demands. 

 

8.3 Arial light Arial light is both practical and a security matter. If the camp has poorly 

illuminated places, people may easily fall down and the area is also hard to 

survey. Arial lighting (‘Powermoon’ or similar) should effectively illuminate 

the camp grounds; if the far corners of the camp, for instance, are still too 

dark, smaller lamps may do the job locally. Consider if there is a need to 

put up small lamps along the camp perimeter. 

 

8.4 Fire safety The camp manager is responsible for the proper measures regarding both 

fire prevention and fire extinguishing. To minimise the risk of fire, it is 

obvious that smoking is prohibited inside all tents/prefabs in IHP camps. 

 

 The camp manager should consider: 

a. All tents/prefabs should have their own fire/smoke detector unit. 

b. Fire extinguishers should be set up at strategic places around the 

camp. High risk objects such as kitchen and fuel handling must have 

fire extinguishers closely available. 

c. Consider having extra fire extinguishers on stock. These could also 

be used for fire training courses for the staff and inhabitants of the 

camp. 

d. Put up outdoor ashtrays, conveniently placed close to exits whereby 

people are often smoking.  

  

8.5 

Communications 

The camp should have lines of communication to its parent organisation. 

Also, it is practical to have established lines of communication to various 

other organisations working in the area, especially the requesting 

organisation under which the IHP camp is operating. 
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9. Camp Logistics 

9.1 Workshop  The camp workshop should have tools and spare parts, enabling the staff to 

maintain and repair the camp as well as the camp vehicle(s). The workshop 

is from the outset not for external use.  

 

9.2 Fuel Fuel consumption is one of the major logistical issues in running the camp; 

at the same time it is also one of the major risk objects in the camp. 

Therefore it is important to have safe routines and practices in handling 

fuels. Fuel is also a commodity that is wanted and easy to trade. Therefore 

the fuel in the camp should be checked regularly for signs of suspiciously 

high consumption rates (theft).  

 

Petrol will deteriorate quickly in high ambient temperatures. Store it in tanks 

above ground, have only small amounts in store and arrange to refuel the 

tanks on regular basis. In contrast, diesel can be stored without showing 

signs of deterioration, even after six months of storage in a warm climate. 

Storing diesel in temperatures below zero can have a negative effect, 

though, since it often has not been treated with anti-waxing additives. In 

many developing countries, the diesel is of such a quality that a further 

purification might be wanted. If purification equipment is not available, do 

not refuel from at storage tank that has been filled in the past 24 hours; the 

technical camp staff should allow for sediments in the diesel to settle in the 

tank. Place all fuel tanks in shade to hinder condensation and pressure 

expansion. 
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Figure. 9.1 Handling fuel and oil drums4 

 

 

 
Figure. 9.2 An example of diesel storage tank5 

 

                                                 
4
 Engineering in Emergencies, p. 481 
5
 Engineering in Emergencies, p. 480 
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 The camp manager should consider: 

a. Marking drums, jerry cans and other containers with the content 

appropriate colour (diesel: green, petrol: red, oil: orange, water, 

blue) to minimise mistakes. 

b. To further minimise mistakes, various fuels and water should be 

stored separately. Also, fuels and other hazardous materials should 

be stored away from accommodation, office and catering facilities. 

c. Post signs clearly stating a) no smoking and b) placement of fire 

fighting equipment. 

  

9.3 Electricity The camp must be able to provide electricity for the running of the camp 24 

hours a day. Electrical safety is of high concern, and electrical connections 

and sockets should be safe and protected from intruding water. 

 

When running generators and refuelling them, experience has shown that 

diesel is often spilled on the ground. Therefore all generators and fuel 

handling mechanisms should have a concrete foundation; any fuel spilled on 

the concrete can then be picked up with dry sand or similar. IHP cannot 

allow for the camp to pollute the soil, not even in emergencies. 

 

9.4 Water The camp should be able to supply the camp with running water for washing, 

catering and drinking. Depending on the quality of the water purification 

plant in the camp, water for drinking can be purchased locally (bottled water 

is a possibility; the water should be in accordance with WHO standards). The 

camp should also be fitted with equipment to test the water. 

 

9.5 Waste 

water 

Waste water is produced in rather large quantities, coming from showers, 

water taps, hand washing stands, kitchen facilities or similar. Environmental 

issues must be considered when diverting this water into the local ecological 

system. Also, local rules and regulations are to be considered and observed. 

A relatively simple way of dealing with waste water with an organic loading is 

to constructed a sand filter (or soakaway), from where the water will 

permeate into the ground. 
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Figure. 9.3 A covered soakaway6 

 

 

 

 
Figure. 9.4 A simple grease trap7 

                                                 
6 Engineering in Emergencies, p. 176 
7
 Engineering in Emergencies, p. 177 
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9.6 Refuse A large amount of solid waste is generated when a camp is servicing a large 

number of people; one of the commonly encountered problems is how to 

handle this large amount of refuse. It can be a serious problem; not only 

does it disturb the image of the camp as a clean and well organised place, 

but it can also be a major health risk, attracting rats, flies etc. The problem 

is then how to manage the refuse in an orderly manner. Often, there is no 

public refuse management in the area, and hence the communal areas in 

and around towns are littered with refuse.  

 

When an IHP camp is operating under such conditions, it is important that 

we display as professional and biologically safe routines as possible. In the 

initial phase of the camp it can be necessary to stock large amounts of 

refuse, until a workable solution has been reached. Second phase can be to 

burn the refuse in open pits. This solution, though, will not be able to achieve 

the high temperatures needed to destroy pathogens and effectively 

incinerate high moisture contents, such as food waste.  

 

 

 

 
 

 

Figure. 9.5 The De Montfort incinerator mark 8a (Left: not finished. Right: schematic drawing) 
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 The optimal and practical solution, however, is to construct a waste 

incinerator, which can reach degrees no less than 800◦ C. An example of 

such a construction is the De Montfort incinerator mark 8a (see figure 

9.1), which was originally been constructed for destroying medical waste. 

Firstly, the materials and methods for constructing it has been 

intentionally designed for construction in situations with low resources, 

secondly it can be operated with little training, and finally it has proved to 

be a solid construction with more than 1,000 units in various developing 

countries. Thus it is also suitable for our needs. Estimated construction 

time is approximately 5 days8. 

 

 

 
Figure. 9.6 Solid waste burial trench9 

                                                 
8 For a construction manual and operating procedures go to: http://www.mw-incinerator.info 
9
 Engineering in Emergencies, p. 180 
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 The camp manager should consider: 

a. Establish a system for refuse collection, with refuse bins being 

emptied at least once a day. 

b. Find a buffer zone where the refuse can be stored temporarily 

until incineration. Be wary of scavenging. 

c. Plan for a more permanent system for handling refuse. Consider 

using the existing communal system, if such exits. Otherwise plan 

from the outset to construct an incinerator for the camp. Place it 

some distance from the camp due to smoke. 

  

9.8 Transport and 

handling 

Any camp needs to have its own transport. The transport is usually one 

or more smaller vehicles (Toyota Hi-lux or similar), firstly to take care of 

external logistics, and secondly for safety reasons to retain the possibility 

of an immediate evacuation. The vehicles should be under the absolute 

control of the IHP – for safety reasons, so the camp is not temporarily 

without transportation – and they are for internal use only, i.e. not for 

helping locals or other external organisations. The vehicles should be at a 

high service standard at all times. The camp manager should retain extra 

keys for the vehicles for safety. 

 

 



 

  

IHP CAMP MANAGER’S PRACTICAL HANDBOOK (2nd draft) 
25 

10. Appendix 

This appendix is designed to help the camp manager by supplying various forms and 

documents, ready to be adapted to the context and printed out. 

 

10.1 Check-list hygiene 

 
Check-list for hygiene inspection in field situations 

 

*   Items marked with a single asterix are particularly important 

** Items marked with a double asterix should always lead to immediate action. 

 

 

Item Satisfactor

y 

Less than 

satisfactory 

Unacceptab

le 

Remarks 

 

Facilities, preparation of food: 

Rooms are clean and tidy     

 

Inventory, machines and 

tools are clean 

    

 

Separation between raw and 

prepared food items         * 

    

 

Proper lighting of work 

areas and storage facilities 

    

The staff’s clothes and 

hygienical appearance 

    

Hand-washing facilities for 

staff                                * 

    

     

 

Freezer and refrigerator: 

Facilities are clean and tidy     

 

Adaquate capacity             *     

 

Thermometer is present and 

daily log of temperature 

    

Correct temperatures:       * 

Freezer <18◦ C 

Refrigerator <5◦ C 

    

     

 

Kitchen procedures: 

Date marking of short term 

food items                        * 

    

Correct rotation of food     
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items in storage (“first in, 

first out”)                         * 

Freshness of food items 

(compared to date marking)                          

                                       * 

    

Cooling of warm food (65◦ C 

-10◦ C in max. 3 hours)     * 

    

Defrosting in refrigerator   * 

(never in water) 

    

     

 

Dining facilities: 

Tidy and clean.  

 

    

Clean utensils and dishes 

are stored hygienically 

    

Dish washing facilities are 

working and are hygienically 

ok 

    

     

 

Storage facilities: 

Tidy and clean.  

 

    

Orderly and functional 

storage of goods. 

    

Adequate temperature in 

relation to the stored goods. 

    

No goods requiring cooling 

(e.g. semi-conserved fish or 

canned ham) 

    

     

Cleaning: 

Schedule for cleaning (how? 

How often? By whom?) 

    

Cleaning mainly in hours 

with no or little production 

    

Daily cleaning and 

desinfection of surfaces, 

which have contact with 

food 

    

No pile-up of garbage        *     

 

Proper cleaning articles 

available 
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The personal hygiene of the kitchen staff (including their clothes, aprons etc.) can be 

commented upon here: 

 

  

 

 

 

Accomodation: 

Tidy and clean                * 

 

    

Proper lighting and 

ventilation 

    

Possibility for aeration of 

linen 

    

     

 

Sanitary facilities: 

Facilities in adequate 

numbers                          * 

    

Maintaned and odourless   *     

No flies                            *     

Suitable distance from 

accomodation and kithcen 

(<50 m.)                        

    

Toilet paper available and 

dry                                 * 

    

Facility for handwashing or 

desinfection 

    

     

 

Other logistics: 

Soakaways where necessary 

and appropriate                * 

    

Grease traps where 

necessary and appropriate        

                                       * 

    

Control of rodents, insects 

and other vectors             * 

    

     

 

Pets or mascots: 

No such are allowed          *     

     

 

Drinking water: 

Disinfected in accordance 

with regulations               * 

    

Controlled with regular 

intervals                          * 

    

Protected against pollution *     
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Water level: 

Water level is not so high 

that it can be polluted by 

liquid waste                     * 
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