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EDUCATING YOUR EMPLOYEES ON GOOD
SANITATION & HYGIENIC PRACTICES

Your employees are one of your most valuable assets. They can help you on the
road to success, or they can create serious problems. All employees must
practice good sanitation and hygiene while at work. These practices should be
followed not just in Egypt, but in food processing faciiities around the worid.
Good sanitation practices are outined in many places, including Codex
Alimentarius and in the food regulations of nations the worlkd over. Food safely
professionals throughout the world are in agreement that sanitation, Good
Manufacturing Practices and employee education in these areas are basic
prerequisites for food safety. In other words, without these programs, the safety
of the food being produced could be compromised. it also means that a
processor should not try and develop 8 HACCP pilan.

Workers and even management cannot be expected to know and understand
food hygiene and good food handiing practices, however. [t is the duty of plant
management o provide their employees with nol only basic training in these
areas, but to be sure that the staff have the tools and equipment to assure that
they can follow established guidelines. Those processors currently invoived in
the export market or wishing to export will need to implement programs to assure
that their staff receive basic education in good hygiene if they wish o remain
competitive and build their markets. This bookiet has been developed to help
you develop such programs in-house, and meet the demands of an increasingly
competitive world market.........

The Technical Services staff at ALEB
January 2002



EDUCATING YOUR EMPLOYEES ON
GOOD SANITATION & HYGIENIC PRACTICES

INTRODUCTION

Food processors must make a commitment to educating their work
force. This includes both management and line workers. There also
needs to be one set of standards for all people who work in or visit
the plant. As an example, maintenance staff and visitors have to
follow the same sanitary guidelines that the workers are expected to
follow. Failure to do so can undermine the program because people
will ask “Why him and not me?”, so it is absolutely essential for all
processors to assure that you not only have rules, but that they are

enforced.

YOUR WORKERS

One of the most common complaints that one hears is that their
workers are poor people who have very litle education. Many
operators seem to believe that training these people is impossible.
Well, it is not. All plants in Egypt are drawing from basically the same
pool of workers, yet there are plants where one could literally “eat off
the fioor", and others that are fithy. The answer lies with
management. if you make a commitment to education, people will
respond. Most people appreciate not only the knowledge that they
are being given, but also the effort that is made to give it to them.
Making a commitment to education also helps workers with their self-
esteem. They will believe that management cares about them as
people, not simply as workers. When educating adults, who make up



the maijority of your work force, the programs that are developed
need to be;

¢ Applicable and relevant to their job
¢ Short and focused

¢ Interactive

¢ Utilize visual aides.

if the educator can make the program “fun®, there is a much greater
chance that people will respond and remember what they are being
taught. These programs should be designed to deliver a message
(educate), upgrade the knowledge and skills of the workers, motivate
them to do better and offer a reward. In many cases, the workshop
or fraining session is perceived as a reward because the people "get
out of work™. It needs to be more than that The message that needs
fo be conveyed is that, “it is the responsibility of every person
involved in the whole food processing and handling system to assure
the quality, safety, and wholesomeness of the foods the public eats.”

DEVELOPING EDUCATIONAL PROGRAMS

When developing any program, it is essential that one consider both
the audience and what results you wish to obtain. When dealing with
plant people, you need to deliver a message that is direct, easy to
understand and something they can associate with their job. in other
words, “KEEP IT SIMPLE!" Be sure that the session includes visual
aides, which can be in the form of overheads, 35-mm slides or
pictures. It is also a good idea to use something that allows them to



have a “hands-on” experience. Statistics indicate that people retain
information as follows;

¢+ 10% of what we read

¢ 20% of what we hear

+ 30% of what we see

¢ 50% of what we see and hear

¢+ 90% of what we iearn by doing
These simple numbers emphasize why it is important to use visual
aides to reinforce what you are teaching, and why it is even more
important to get the audience involved. Give them the chance to

learn by doing.

HELP WITH EDUCATION

Developing the tools to educate your staff is not easy. We, at ALEB,
want to give you a “jump start” in this area. As part of this manual,
there are thirteen (13) slides making up a presentation cailed
“Sanitation & Hygiene for the Plant Worker". The slides are in both
English and Arabic. We invite you to make overheads of these slides
and use them in your own plant. In assembling this presentation, we
have tried to adhere to the principles mentioned above; keep it
simple, focused, interactive, and using visual aides. The audience
can see the overheads and hear your staff make a presentation. |t
will be up to you to make it interactive, that is, to get people involved.
To do this, we suggest trying the following. Of course, there is no

need to limit yourselves to these simple exercises.



1. Get a camera and go out into your plant. Take 35 mm skdes of
people at work and the plant itself. Show these to the audience, so
they can see what is good and bad. Pictures of people make it
more personal. Take care not to embarrass anyone, however!
Photographs make excellent training toolsi

2. Purchase (or pour) several petri dishes containing a nutrient-
type agar. Bring these into the classroom and have the students
touch the agar surfaces with their hands. Have them do this before
and after washing and sanitizing hands to demonstrate “"Why you
wash”. Also, place hairs from men and women on the plates to
demonstrate why hair restraints must be womn.

3. Show people the proper way to wash their hands using soap,
warm water and a nail brush. Have them do it with everyone
watching.

4. Use the products produced by GLO-GERM to demonstrate how
germs can spread from person to person through hands. GLO-
GERM can be contacted at P.O. Box 537 Moab, Utah, 84532,
USA, fax 435-259-5930, website www.glogerm.com

The important thing is to get people involved and demonstrate to
them that these programs will benefit everyone in the company.

EMPLOYEE GUIDELINES

As part of your commitment to education, every food processor must
create a written series of employee guidelines. You need to establish
your rules with regards to sanitation and hygiene. These rules should
be posted and distributed to all employees. When creating your



employee policies select something like the Codex Alimentarius;
hygiene guide or the United States Good Manufacturing Practices
(GMP’s) as a guideline. The Good Manufacturing Practices for
Employees inciuded in this manual were derived from the U.S,
regulations, but mirror those used throughout the world. Feel free to
use them to create your own policies, but be sure that whatever you

decide upon is enforced.

GETTING PERSONNEL INVOLVED

One of the most valuable tools that a food processor has at his
disposal is the personnel department; the people who do the hiring,
firing and administer the payroll. Each and every time a new person
comes into the plant, the personnel depariment should not only get
information about the person for payroli and taxes, but they should
also be instructed to explain what the plant rules are with respect to
employee hygiene. Your personnel staff should sit down with the
new hire and go over each and every one of the rules in your policy
guide. This is a form of education, but, as we have aiready
described, not the only one available to you. Many companies ask
the employee to sign the guidelines (see the enclosed form)
acknowiledging that they have read and understand the rules.

IMPORTANCE OF EMPLOYEE EDUCATION

Employee education is an important part of your food plant operation.
It is an investment for the future, an essential HACCP prerequisite
and an important element in building your export business. As you

build your export business, expect to see more and more buyers



asking o see your plant before they buy, Parl of this vist will be an
evaluation of yvour food safely, sanitation and gualily programs. Your
workers are an inlegral part of each and every one of these
programs, so get them involved and trained as soon as you can. We

hope that this manual will help you accomplish this,
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highest leval of qually snd safest product o o customers at all times,
smployees are required 10 understand, follow, and enfre the plant rules isted
beiow.

PREVENTION OF CONTAMINATION OR ADULTERATION

1} Process area doors arg i be hept closed at il tmes during production. Do not uss
anything 10 prop open the dowrs,

25 Al ingredients are o be stored in cosed containers ai all Hmes 1o prevent
contamination.  Afler apening a container, labe! I with the dale thal it was opsnsd
using indslible marker. These materials shall be stored on pallels or on shelves. No
materials shall be storad on the floor al any timse.

3} All ingredient confainers shall be dearly marked a3 10 thelr identity to prevent
raisuse. I a container is not isbealed, 56t i aside and contact management,

43 All machine lubricants, cleaning chemicals, sanifizery, #i¢. shall be stored away from
ingredients and packaging malenals in designated storsge areas {0 prevent possible
cross contamination.

5y Do not hold any objects, such as pencils, pens, o7 digareties, behind vour sar at any
time.

8} Any product or packaging matenals which fall onto the foor shall be discarded
7y Do not bring glass obiscis inte the praduction or warshousing areas st any time.
B} Keep wasie bins coveresd st all tirmes,

gy Do not place food or drivks on packaging matensls, ingredients, or finished goods.
Food is altowsd in dasignated areas only.

10} Walkmans or persong! slereos are not allowed in the production area as they musd
be handled by workers and cannol e sanilized.

11 Al utensils, such as knives, spoons, elc., must be stored in designated areas when
not i use.

12y Production floor staff must clean, sanitize, and sire gl processing equipment and
wensils st the end of the work day acconding 1 posied procadures,

CLOTHING AND GARMENYS

1y All employees shall wear clesn clothing when rsporing o work, Shorls, tank fops,
or o clothing ars not accepiable from both & produdt guality and workers safely
prospective.

2% No jewelry, including rings, ronohes, watches, ping, and earrings, shall be wom in
the production area. The oniy exceplion being & pisin gold wedding.

“In order to assure that we, the amployees of the THIS ¢ iA‘?«éY are providing the |



3) Al employees and guests must wear hair nets provided by THIS PLANT when
working in or entering the production area.

4) Al bearded employees and guests must wear beard nets when working in or
entering the production area.

5) No articles whatsoever, such as pens, pencils, or thermometers, may be stored in
upper shirt or smock pockets.

6) No hairpins, combs, or barrettes are may be wom by employees working in the
production area.

7) Employees working in the production area may not wear false eyelashes, faise finger
nails, or finger nail polish.

8) All empioyees shall wear rubber gioves provided by THIS PLANT when handiing
product or ingredients directly. Gloves must be discarded at the end of a shift or if
they become soiled.

89) Production floor employees shafl put on a clean smock each day. Al the end of the
day, the dirty smock shall be placed in the laundry hamper.

EMPLOYEE HYGIENE & DISEASE CONTROL

1) All empioyees are required to thoroughly wash their hands before starting work, after
using the restroom, after touching any potentially insanitary equipment or utensis,
and after any break. Following washing, empiloyees must use hand sanitizer.

2) Any employee with any signs of iliness (sneezing, coughing, runny nose, or fever)
shal not be allowed to work in the production area. Contact your supervisor and
report your condition prior to reporiing to work.

3) Any employee with open and/or infected wounds or cuts on their hands or face
should not work in the production area. Wounds on hands must be fully coversd with
a giove if the employee is to work in the production area.

EATING, DMKNG. & SMOKING

1) No food or drink is allowed in the production area. Eating and drinking is allowed in
designated areas only, which are defined as the administrative offices and the
conference room.

2) No chewing gum, tobacco, snuff, or toothpicks are aliowed in the production area at
any time.

3) No smoking in the production area at any time. Smoking is allowed outside in
designated areas only.

| undersiand the rules for employees of THIS PLANT and promise to abide by
them as long as | am employed by the company.

— T T
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HAT IS GOOD HYGIENE?

& MANY THINGS INCLUDING;
¢ Proper clothing

¢ Healthy workers

¢ Hair restraints

¢ Jewelry

¢ Handwashing
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D JEWELRY

¢ No workers shall wear jewelry, including
watches, rings, earrings, necklaces in a food
plant

¢ Jewelry could fall off and get into product
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D HANDWASHING

¢ Wash hands with soap & warm water
¢ Use a nail brush on fingernails
¢ Wash above the wrist

¢ Management must be sure that there are
soap, warm water & towels at all handwash
stations

¢ Hand wash stations must be convenient for
the worker
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) PERSONNEL PRACTICES

¢ No eating or drinking in the plant
¢ No glass in the plant

& Never use food containers for
anything but food

¢ Keep doors closed at all times
¢ No smoking or gum chewing
¢ Never spit in the plant
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MANAGEMENT’S JOB

¢ Provide employees with
clean, well-supplied
restrooms & locker rooms

¢ Provide employees with an
area to eat, drink & smoke

¢ Provide tools & support to
do their job

¢ Set a good example
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SUMMARY

¢ Hygiene & good sanitation an integral part
of doing business

¢ All employees have a “stake” in the process

¢ If there is a problem related to food
safety/sanitation, the plant could close &
you could lose your job

¢ Management needs to set rules, enforce
them equally, set an example & provide
tools to allow you to do your job
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