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Standard Operating Procedure 
Receiving and Storing Local Produce 

Effective Date:  

Revised Date:  

Approved By:  

 

Purpose 
To have an effective procedure for handling local produce safely during receiving and storage.  
 

Scope 
All food service employees and school garden personnel involved in storing local and school-

grown produce.  
 
Materials  
Paper towels, liquid hand soap, trash receptable for handwashing, electric hand dryers, clean 
gloves, potable water, produce storage containers, markers/pens, temperature log,  
handwashing sink with hot and cold water, liquid soap dispenser, paper towel dispenser or 

wall mounted warm air hand dryer, trash receptacle for paper towel waste, walk-in coolers or 
refrigeration units, digital thermometers (preferred), and calibrated thermometers. 

 

Frequency 
Every day the school or center receives and stores local produce.  

 

Procedures 
Receiving  

1. Wash hands with soap and water before receiving produce. Rewash hands after 

produce has been stored appropriately. 
2. Ensure produce is received during your establishment’s operating hours. 

3. Inspect delivery vehicle or school garden harvest containers for cleanliness. 

4. Inspect produce for damage, decay, pests, and foreign objects. 

5. Reject produce that has visible signs of damage or decay. Make a note of any 
anomalies. 

6. Ensure produce is not outside time and temperature control. 

7. Record name of produce received, produce receiving date and time, and name of the 
person receiving the produce in the receiving log. 

8. Transfer produce to designated cooler/refrigerator or dry storage area as appropriate.  

9. Maintain all documentation in a dedicated folder for all produce that is received. 
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Storing 

1. Ensure employees have been trained on safe produce handling guidelines. 

2. Do not handle produce if you are sick with symptoms of foodborne illness (such as 
nausea, vomiting, diarrhea, fever, or upset stomach). 

3. Wash hands before handling produce. 

4. Label storage containers with the produce name and the date that produce was 

received. 
5. Store produce at least 6 inches off the floor and prevent produce from touching the 

walls. 

6. Store produce in the cooler on a separate shelf away from meat, seafood, and eggs. If 
there is limited storage space in the cooler, place raw produce on the higher shelf. 

7. Store produce such as potatoes, onions, and squash in a dry, cool, storage room. 

8. Ensure that produce storage areas are at the appropriate temperature. Frozen storage 

should be stored at a temperature or zero or lower. Fresh produce should be stored at 

41 degrees or lower. Dry storage room should be between 50 and 70 degrees, and a 

low humidity. 

9. Ensure storage area temperatures are regularly monitored, and the temperature has 
been documented on the temperature log. Consider hanging a thermometer in the dry 

storage area, and separate thermometers in refrigerator and freezer units.  

10. Monitor produce storage areas for signs of pest infestation. 
11. Monitor produce storage coolers for signs of condensation dripping onto produce. Any 

food that has condensation drip should be considered contaminated and thrown 

away.   
12. Ensure that produce storage areas are regularly cleaned. 

13. Practice the FIFO (first in, first out) principle when organizing produce in the storage 

room. Produce that was received and stored first should be used first.  

14. Discard produce that has visible signs of decay and damage. 
15. Notify the                                                  of any issues that are encountered. 

 

Verification and Recordkeeping 
1.                                                    will verify produce is received in acceptable conditions. 

2.                                                    will verify produce is stored in acceptable conditions. 

3. Temperature documentation and receiving documentation will be kept for a 
minimum of three years plus the current year.  
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Standard Operating Procedure 
Preparing Local Produce 

Effective Date:  

Revised Date:  

Approved By:  

 

Purpose 
To have an effective procedure for handling local produce safely during preparation.  
 

Scope 
All foodservice employees and school garden personnel involved in preparing local and 

school-grown produce.   

 

Materials and Equipment 
Handwashing sink with hot and cold water, liquid soap dispenser, paper towel dispenser or 

wall mounted warm air hand dryer, trash receptacle for paper towel waste, designated one or 

two compartment sink, liquid soap and quaternary liquid (no bleach) to wash and sanitize 

sink, cleaned and sanitized knives, designated produce only cutting boards, digital 
thermometers (preferred) or calibrated thermometer, and current temperature log.  

 

Frequency 
Every day the school or center prepares local produce.  

 

Procedures 
1. Ensure employees have been trained on safe produce handling guidelines. 

2. Do not handle produce if you are sick with symptoms of foodborne illness (such as 

nausea, vomiting, diarrhea, fever, or upset stomach). 
3. Wash hands before handling produce. 

4. Ensure clean and sanitized utensils and tools are used for handling fresh produce. 

5. Remove stems, discolored or bruised portions of the produce prior to washing and 

discard.  
6. Wash each produce item separately in a clean and sanitized sink designated for 

washing produce by placing the produce in a container and submersing the produce 

under cool water. Agitate produce gently to remove contaminants. Drain water from 

produce using colander or perforated pan. 

7. Change produce wash water on a regular basis and monitor turbidity, or how cloudy 

the water is, and water temperature.  
8. Do not wash produce that is labeled “prewashed” or “do not wash again” or “ready to 

use.” 

9. Cut washed produce on designated cutting boards. Do not cut meat and vegetables on 

the same cutting board to prevent cross-contamination. 
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10. Wear disposable gloves if the produce will be served raw. 

11. Store washed produce covered in refrigeration unit at 41 degrees or lower until use. 

12. If produce is to be cooked, cook dishes to 135 degrees or higher. Internal cooking 
temperatures will vary if fresh produce is cooked with eggs, meat, poultry, or seafood. 

If produce is cooked in a mixed dish such as this, cook food to the recommended 

internal temperature for eggs, meat, poultry, or seafood. 

13. Measure the internal temperature of food using a sanitized digital or calibrated 
thermometer. 

14. Record the internal temperature in the temperature log. Note the name of product, 

recorded internal temperature, date and time temperature was taken, and name of the 
person taking the temperature. 

15. Serve food immediately after preparing or cool food safely before serving. Reheat hot 

food to 165 degrees before service. Store cold food at 41 degrees or lower. 

16. Notify the                                                  of any issues that encountered. 

 

Verification and Recordkeeping 
1.                                                    will verify produce reaches an acceptable temperature if 

cooked. 

2. Temperature documentation will be kept for a minimum of three years plus the 

current year.   
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