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Introduction

This manual describes the five steps recommended for implementing a
water and food safety plan to improve water and food handling in schools
and ensure that the educational community is consuming safe water and
food.

These steps, along with the worksheets enclosed, will be useful for the
Parent-Teacher Association (PTA) since they provide information about
the processes that should be followed in the planning of projects in the
school.

This manual has been developed so that, with the participation of other
actors in the community, the PTA has the tools needed to prepare their
water and food safety plan. It is a tool with guidelines and examples to
facilitate the implementation of projects that will guarantee a school with
safer food and water.

This manual accompanies the “Five Keys to Safer Food"” manual, which
includes information about the five basic rules that should be followed to
ensure safe water and food, and therefore, prevent foodborne diseases.
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THE FIVE STEPS TO A
SCHOOL WITH SAFE
FOOD AND WATER'

How to make a work plan so our
school has safer food and water?

To create and implement a water and food

safety work plan at our school, follow these
5 basic steps:

STEP | @ STEP 2 @ STEP 3 @ STEP 4 @ STEP 5

Becoming
familiar with Identifying Creating a Supervising.
the “Five Keys problems and water and food Implementing monitoring and

evaluating

to Safer Food"
manual

safety work the plan

plan

solutions

To complete these steps, a series of meetings should be organized.
Who should participate in these meetings?

e PTA members

e Teachers and/or the principal

e Parents

e Other organizations or people who work for the school's benefit

' Taken and adapted from: Molina, V y L. Gallardo. 1999. Curso de Educocién a Distancia Escuelas
Saludables: Mddulo 2, Cinco Pasos para el Exito (Método de Reflexion-Accion). INCAP/PAHO,
Guatemala.
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BECOMING FAMILIAR WITH THE “FIVE KEYS TO SAFER
FOOD” MANUAL

OBJECTIVE
The PTA and other people participating in this process are familiar
with the "Five Keys to Safer Food" manual and promote the creation
of a water and food safety plan for their school.

A. Organize training workshops

Before creating the work plan, it isimportant that the people who are going
to be involved in this process become familiar with the contents of the Five
Keys to Safer Food manual.

This training could be facilitated by one of the teachers who is currently

teaching this material in their classroom, or different participants could be
asked to learn and present one of the five keys to the rest of the group.

B. Choose a leader

After finishing the 5 Keys training workshops, the PTA and other participants
involved in this initiative should choose a leader. This leader will be
responsible for promoting this initiative and moderating the meetings.
Some characteristics of a good leader and moderator are presented in
the following box.




———————————————————————————————————————————————————

A good leader and moderator.....

Is sincere, creative and optimistic :
Is enthusiastic :
Takes initiative :
Promotes the participation of everyone involved :
Listens to others and motivates those involved to give :
their opinion '
Understands the concept of the plan e
Supports team work '
Controls the length of the meetings

Guides the discussion based on the agenda
and objectives

Synthesizes ideas

Maintains social harmony

<X XXX <KX
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IDENTIFYING PROBLEMS AND SOLUTIONS
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OBJECTIVE
The PTA and the rest of the participants identify the problems

associated with the food and water that they have observed in their
school and suggest possible solutions.

----------------------------------------------------------------------

It is now time to think about the problems related to water and food safety
in the school and identify possible solutions.

To identify these problems and possible solutions, a meeting should be held
with PTA members and other people who have an interest in this process,
in order to hear their opinions, suggestions, ideas and concerns related to
water and food safety in the school.




Before the meeting(s), the leader should do the following:
® Prepare the objectives and agenda for the meeting(s).

® Prepare a guide with questions that will facilitate the group discussion
and the process of identifying problems and their causes, as well as
possible solutions.

® Appoint a person to be in charge of writing down the participant's
comments during the meeting(s).

We suggest following these steps during the meeting(s):

A. Ildentify the problems

v To identify the problems associated with water and food safety,
hand out a copy of the Safer food and water at our school Checklist
to participants (see the example on the following page and the
worksheet in Appendix 1) and explain to the participants that the list
should be completed based on the current reality observed at the
school.

V' If there are lots of people in the meeting,
ask participants to form groups of
four people per group in order to
complete the checklist and analyze
the situation at the school.

V The purpose of this checklist is
to help participants analyze the
problems and the cumrrent situation
prevailing at the school.




SAFER FOOD AND WATER AT OUR SCHOOL
CHECKLIST

Instructions: Mark with a check (/)the activities that are already being carried out
at the school and mark with an (x) the activities that are not being carried out, but that

should be.
T e Bl Loind
E ACTIVITIES i (v) E (%) i
i | Teachers understand and have the ability to teach the "Five Keys to Safer Food" manual E E E
: to their students. : v ! ;
1
E 2 Al students at the school are receiving classes about the Five Keys and know the |} E E
: importance of each of the keys. ' 4 ' :
] 1 ]
| 3 Allstudents understand the “Five Keys to Safer Food" and are helping to implement these | ; E
- concepts at their school. : ! X -
E 4  Allstudents wash their hands with soap and safe water before eating and after going to E E E
| the bathroom. : 4 ; |
] ] i 1
E 5  All students bring clean cups and utensils for food that they receive at school. i E X !
1 ] 1 ]
E +  Personnel who prepare the food at the school know, understand and put into practice E E J
! the "Five Keys to Safer Food". P Vo ;
“ ] !
E 7  Personnel who prepare the food at the school wash their hands thoroughly with soap ! . '
! and water before preparing the food. : 4 - )
] L) 1 ]
E 3 The areas where the food is prepared are clean and disinfected regularly. E (V4 i :
1 1 1 ]
[} ] ] 1
E 9 Raw food is kept separate from cooked food. E v i i
] ] 1 1
E Old food is kept separate from fresh food. E (V4 E i
] ] ) 1
E 11 Food is cooked thoroughly. E (V4 E E
] ] ] 1
E Food is kept at safe temperatures (very cold or very hot), depending on the food. E 4 E E
1 1 1 ]
] ] ) 1
1 13 Fruits and vegetables are washed with safe water. i POX
1 1] ] ]
'." Water is treated by boiling it, adding chlorine or applying the SODIS method. E E X
] ] 1 ]
' 15 Insects, pests and other animals do not have access to the areas where food is ! . :
' prepared. : : '
] ] 1 ]
" There are no dangerous chemicals such as pesticides, fertilizers and/or cleaning | i i
E products near the areas where food is prepared. E v i E
] ' 1 ]
i 17 There is safe water available at the school. i PX i
] 1 1 1
E 15 Garbage cans are kept covered and are emptied regularly to avoid attracting pests. E (V4 i E
1 1 1 1

Other problems encountered:

Lavvines are veny close to the area where food éo frepared.




B. Make a list of all the problems identified by the work
groups

Once the “Checklist: Safer food and water at my school” is completed by
all of the groups, ask a volunteer to write down all the problems identified
by the groups on the chalkboard or flipchart.

C. Prioritize problems (Which are the most important?)

There is probably not enough time or resources to solve all the problems
related to water and food, and therefore it is important to decide which
problems are the most important (priority) and urgent to resolve. Do this by
placing an asterisk (*) or underlining the most important problems on the
chalkboard or flipchart.

V' Which of the problems identified affect the most people?

V' Which of the problems identified produce the greatest harm to the
population (in this case, to students and teachers)?

V' Are there resources available to solve these problems? If the
resources aren't available, could they be obtained through some
kind of project?

V' Which of these problems can really be solved?

D. Identifying actions to solve the problems

Once the most important problems have been identified, it is time to think
about the possible solutions. The leader should ask the participants to
provide ideas, through brainstorming, about specific actions to solve these
problems. To do this you can use the Actions Recommended to have Safer
Food and Water at our School worksheet (the blank worksheet can be found
in Appendix 2). If the group is too large, form smaller groups and have each
group work on one or two of the identified problems.




The following questions can help in this process:

-,

V' What actions or activities would solve the problem?

V' What resources are needed to carry out the activities? How can
we obtain these resources?

V' Which actors should be involved in the planning and implementing
of each activity?

v Who can provide human resources, financial support and
technical assistance?

An example of two problems that may be found at a school and specific
actions to solve these problems are presented below (the blank worksheet
can be found in Appendix 2). Some examples of safer water and food
projects that could be carried out at school are provided on the following

page.

Example 1: Actions Recommended to have Safer Food
and Water at our School worksheet

e e e e s e e e Coeme s m e e e e e e ms - —

PROBLEMS RECOMMENDED ACTIONS FOR THEIR SOLUTION

i

Students do NOT wash their ¢ Educate students about the importance of washing
hands with soap and water their hands.

 before eating and after

gomg to the bathroom. . » Collect money to buy soap.

|
!
1
a

e Train personnel in charge of preparing food at
, school about the importance of washing fruits and
i | vegetables with safe water.

| Fruits and vegetables are * Make posters and put them up in the areas where
NOT washed with safe water. food is prepared to remind personnel that they should
ﬁ wash fruits and vegetables with safe water. *

* Make sure there is safe water available in the areas ;
where food is prepared. 1

U — — = = = e e
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Some ideas of water and food safety projects that that could

be carried out at the school:

.
Problem: The refrigerator in the area »
where the food is prepared is out of order\
and therefore the food is going bad.

/

\
\

Project: Raffle v,

The people in charge of preparing the
school snack, together with the principal,
will organize a raffle. Each student
should sell 15 numbers at a price of Q2.00
each. The first three tickets drawn will be
rewarded with a prize and funds collected
will be used to buy a new refrigerator (if
possible) or to repair the existing one.

v
i
I
i
I
I

!

4
S

o N R g,

Problem: There are not enough
sinks at the school; therefore, hand

/ washing is not reinforced with students.

/

Project: Germ-Free Hands

Teachers and parents buy buckets with
a lid and tap, as well as soap, and place
one in each classroom (costs should
be divided among students). Teachers
should remind students and reinforce the
importance of hand washing, especially
before eating and after going to the
bathroom.

-————'-

10

4
4

d Problem: Students do not wash their \\

cups after drinking their beverage during
the school snack.

Project: "The Clean Cup Week"

The principal, teachers and people in
charge of serving the school snack will
supervise students' cups for one week each
month. The class with the students that have
the cleanest cups during the week will win
a prize. To promote the activity, posters can
be made and placed around the school.
Teachers will have to remind students in his/
her classroom about the importance
of washing their cups, as described
in Key # 2.

" ewm pam s

i
!
7

4
4




E. Decide which projects are going to be carried out

After identifying solutions to the prioritized problems, it is time to decide
which projects will be carried out. Put up the list of problems identified and
their solutfions in a place where all participants can see them. Think about
the problems and solutions and decide as a group which of these projects
should be carried out.

The following questions can help in this process:

v Are the resources needed available?

v How can we get the resources we need to solve the
problems?e

v Wil it really be possible fo implement the proposed projects?

v Is there enough time to carry out the project?

In the next step participants will have a chance
to elaborate in detail these projects. This will
include appointing people who will be involved
in each project, deciding on the start and end
dates for each project, the goals and other
details.

11




CREATING A WATER AND FOOD SAFETY WORK PLAN

R —— *

Create a work plan that includes a description of each project that
will be implemented at the school.

In the previous steps, the PTA and other participants had a chance to think
about the food and water situation at their school and identify solutions to
the most important problems. It is now fime to create the action plan and
identify the details about what needs to be done to implement successful
projects.

A. Decide who is going to be involved in each project

The group leader, in agreement with the PTA, should appoint people who
will participate voluntarily in each of the projects planned. It is possible that
some people will participate in more than one project.

B. Elaborating the projects in detail

Once the groups for each project are formed, each group should meet
to define the project they will develop. To do this, they should complete
the Project Planning worksheet (found in Appendix 3), which will help them
define the start and end dates of the project, goals, people responsible
(for example, teachers, parents, students, donors, Non-Governmental
Organizations (NGOs), etc.) and the resources needed.

The characteristics of a well defined goal and an effective work team can
be found on the following page. On page 14 is an example of how to
complete the worksheet with information from one of the projects previously
analyzed.

12




An ideal goal is... SMART:

Specific
Measurable
Attainable
Realistic

Timely

vV A clear and common objective

V' The participation of all group members

V' Clearly assigned roles and tasks

vV Members who listen to each other

vV Trust among team members

vV The availability to comply with the tasks assigned
4

Harmony

13




Example 2

Project Planning Worksheet

NAME OF THE PROJECT: %k fucts and vegetables with saje water

START DATE: Awgustl 200§ END DATE: Segtember 20. 2008
GOALS e e Do RESOURCES PERSON RESPONSIBLE
1. 100% of the pensommel in  © Hold out a training o Paper and crayons to make  Project leaden:
charge of prepaning food af  workokep for frersonnel the footens Carmen
school ane trained about the  who prepane the food at the - Tape (to hang the posters)
impontance of wacking fruits  achkool (Hugust 7 * Safe water Other members of the P74:
and vegetables with safe o (ontainens to carry water  Peter and foocpk
_ waler. o MWake postens about the to the aveas whene food &
» (mpontance of wacking fruits  frepared. Teackens:
2. Safe water is avadlable and vegetables and place Fifth grade
én aneas whene jood o them in the areas where jood
frepared. ¢ prepared. Ffth gnade otudents
(Hugast 107)
3. 100% of the fruits and Pevaonnel who prepare the food
vegetables used in food © Rave students camy dafe at the achool
freparnation al sckool are water to the kitchen every
wasked with saje water day duwning the week.
duning the sckool year

(Danuary - October).



After each group has developed its projects, they should present them to
the rest of the PTA. The leader should make a summary of the projects using
the following worksheet (the blank worksheet can be found in Appendix
4).

Example 3
General Work Plan: What will we do? worksheet

100% of the pensonnel in | ugust 1, | September 20, | * Leaden:
charge of preparing food | 2005 2008 Carmen
at school ane trained about  Deten andd
tk. 4 n 0‘ l‘. ete
fructs and vegetables with Jose
Wask puits | ‘4“4 . « Fifth grade
| .t o st e -
. i aneas whene food ¢ | school yean o« Fifth grade
frepared. otudents
100% of the fruite and | Daning o Personnel who
vegetables wsed in food | the whole prepare food ar
prepanation at schsol are | schoot yean schaot
duning the ackool year.
o Principal
The fonot "7
1007% of the students ane week . .
Gt | waking then cups afpr | g % :mm
wding them ,
duning the ackool omack
dchool
e o Students
o Parents

15




1P 4

IMPLEMENTING THE WORK PLAN

e gjEGE *
- Implement the planned projects according to the predetermined
schedule.

.....................................................................

It is now time to carry out the projects elaborated during the previous step.
Each member of each project team knows his / her tasks and responsibi-
lities. In order for the plan to be successful, it is important that all groups
comply with their responsibilities and the schedule in their project’'s work
plan.

While the projects are being implemented, it is important to monitor and
evaluate them (see step 5). The general plan may have to be adjusted
according to situations or circumstances that may arise during the
implementation phase.

D 59

SUPERVISING, MONITORING AND EVALUATING THE
WORK PLAN

RGN *
. Projects are being monitored and evaluated and necessary
changes are being made.

While the different projects are being carried out, it is important to evaluate
their progress in order to measure advances and preliminary results; in other
words, to verify if the goals are being met and if it is necessary to make
changes to the project.

The PTA should decide who will be in charge of monitoring and evaluating
each project plan and developing a plan of when this monitoring should

16



take place (for example each week or twice a month). These evaluators
should supervise the progress of the General Work Plan for Safer Food and
Water, as well as the individual projects outlined in this plan in order to verify
that the activities are being carried out according to the pre-determined
goals and time frame.

The people responsible for this monitoring should complete the Project
Evaluation worksheet for each individual project. An example of how to fill
out this form can be found on the following page (see the blank worksheet
in Appendix 5).

INECONEIUSIONP

By following the five (5) steps described in
this guide, the PTA will be able to ensure that
their school is a SCHOOL WITH SAFE FOOD
AND WATER. The activities and projects that
they implement will conftribute to a healthier
educational community, one that will not get
sick from unsafe food or water.




8l

Example 4
Project Evaluation Worksheet

NAME OF THE PROJECT: Wack fructs and vegetables with safe water

EVALUATION DATE: September 20. 2008 -
 WHATGOALS ' » e
e WHICH GOALS DID WE NOT WHAT WILL WE DO ABOUT -
GOALS DID WE - PERSON RESPONSIBLE
e B ACCOMPLISH? WHY? THIS?
1. 100% of the personnet  Goal | Goale 2 and 3 Wake a plan with the Project Leader:
| i change of preparing Y4tk grade teachen and G
| feod at school are Fifth gnade otudents are students whick outlines . ;
tvained about the wol carnying water to the whick otudents ohould Z:id 5
impontance of wasking kitehen eveny day as planned.  cany walen to the kitchen
fructs and vegetables Thenefone thene ane daye when  on whick daye (rotation)
with safe water. fraits and vegetables are not  (September 21%)
2. Safe water i available |
de aneas whene food co Thene ane onganizational and
3. 100% of the fructe and
frepanation at sckool are
duning the ackeol year.
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Appendix |

SAFER FOOD AND WATER AT OUR SCHOOL
CHECKLIST

Instructions: Mark with a check (V)the activities that are already being carried out
at the school and mark with an (X) the activities that are not being carried out, but that
should be.

1
1
]
]
1
]
1
1
1
1
|
1
]
1
1
1
]
1
1
1
]
[
]
1
]
]
1
]
1
]
]
1
1
|
|
1
]
1
1
1
¥
]
]
]
1
]
1
]
]
1
1
1
]
]
]
]
]
]
I
1
1
1
1
]
I
1
1
1
1
1
]
1
1
4
1
]

'.-——-----———-——--——-—----------——_-——-——-——----—-——-——-n-m—-——ﬁ-----‘
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ACTIVITIES

S

(x)

1 Teachers undérﬁtond and have the ability to teach the “Five Keys to Safer Food" manual
to their students.

2 Al studen}s at the schodi c;féﬁntlé‘c:éiving classes about the Five Keys and know fhé
importance of each of the keys.

3 Al studen'rs'undéfs"rcnd the “Five Keys to Safer Food" and are helping to implement these
concepfs at their school.

4 Al students wash their hands with soap and safe water before eating and after going to
the bathroom.

5 Al students bring clean cups and utensils for food that they receive at school.

6 Personnel who prepare the food at the school know, understand and put into practice
the “Five Keys to Safer Food".

7 Personnel who prepare the food at the school wash their hands thoroughly with soap
and water before preparing the food.

The areas where the food is prepared are clean and disinfected regularly.

9 Raw food is kept separate from cooked food.
10 Old food is kept separate from fresh food.

11 Food is cooked thoroughly.
12 Food is kept at safe temperatures (very cold or very hot), depending on the food.

13 Fruits and vegetables are washed with safe water.

14 Water is treated by bailing it, adding chlorine or applying the SODIS method.

15 Insects, pests and other animals do not have access to the areas where food is
prepared,

16 There are no dangerous chemicals such as pesticides, fertilizers and/or cleaning
products near the areas where food is prepared.

17 There is safe water available at the school.

18 Garbage cans are kept covered and are emptied regularly to avoid atiracting pests.

P o o e e e e e e e S e e e e oy e o o
oo
[P oor o o o o o e SR G SR R G S SN GH SN N SR R S N S S R S S8 WP S B S5 G e e e e P G S G W S e o e em e e A e e e e o o

Other problems encountered:

23



Appendix 2

ACTIONS RECOMMENDED TO HAVE SAFER FOOD AND
WATER AT OUR SCHOOL

WORKSHEET

PROBLEMS ENCOUNTERED

RECOMMENDED ACTIONS FOR THEIR SOLUTION

24




Appendix 3
PROJECT PLANNING WORKSHEET

NAME OF THE PROJECT:

START DATE: END DATE:

GOALS ACTIVITIES RESOURCES PERSON RESPONSIBLE




Appendix 4

GENERAL WORK PLAN: WHAT WILL WE DO?
WORKSHEET

Instructions: Complete the following table by including a summary of all projects that
will be carried out at school. Then, include goals, starting and ending dates, as well as

people responsible for their implementation.

PROJECT GOALS START DATE END DATE PERSON RESPONSIBLE

26
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Appendix 5

PROJECT EVALUATION WORKSHEET

NAME OF THE PROJECT:

EVALUATION DATE:

GOALS

WHAT GOALS DID WE
ACCOMPLISH?

WHICH GOALS DID WE NOT
ACCOMPLISH? WHY?

WHAT WILL WE DO
ABOUT THIS?

PERSON RESPONSIBLE




