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Food safety incidents – information to collect from schools
Please request this information in the case of any food safety incident. Please ensure the following details are completed when communicating with schools - whether by phone, email or in person. 
Once this information is gathered, please send to the area manager to log the incident in vault.
*for all incidents please immediately advise schools to keep the meal and/or foreign object*
	School the incident relates to
	

	Meal/s affected 
- please include meal description, number of meals affected, batch code and date served
	

	Supplier of the meal
	

	Was any harm caused?
	

	Are there any photos of the affected meal? Please attach/send
	

	Has the affected meal or foreign matter been retained? 
- please keep meals refrigerated and arrange collection
	

	If foreign matter related, where and how was this found? 
- in what meal component, on the top of the meal/mixed into the meal etc.
	

	Who found the foreign matter?
	

	Please describe the foreign matter 
- is this firm, flexible or sharp, please confirm the size etc.
	

	Contact name and number at the school for further information
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