
1️⃣ SOP Title
Cold Storage SOP – Refrigeration & Freezer Management Procedure
2️⃣ Department
Kitchen
(Co-ordination: Store, Food & Beverage Service, Stewarding, Engineering, Management)

3️⃣ Purpose
To establish a structured cold storage procedure to ensure:
· Safe preservation of perishable food
· Prevention of bacterial growth
· Reduction of spoilage and wastage
· Proper stock rotation
· Compliance with food safety standards
Improper cold storage can lead to food contamination and financial loss.

4️⃣ Scope
Applicable to:
· Walk-in refrigerators
· Freezers
· Reach-in chillers
· Cold display units
· Prep refrigerators
Applies to:
· Chefs
· Storekeeper
· Supervisors
· Kitchen Head

5️⃣ Responsibility
	Position
	Responsibility

	Storekeeper
	Monitor temperature & stock

	Chefs
	Store food correctly

	Supervisor
	Verify compliance

	Kitchen Head
	Enforce standards

	Engineering
	Maintain refrigeration units



6️⃣ Step-by-Step Procedure

PART A – TEMPERATURE CONTROL

A. Refrigeration Temperature
1. Maintain refrigerator within safe temperature range as per regulation.
2. Check and record temperature at least twice daily.
3. Ensure doors are closed properly.
4. Avoid frequent opening.

B. Freezer Temperature
1. Maintain freezer at approved freezing temperature.
2. Record temperature daily.
3. Avoid overloading.
4. Report fluctuation immediately.

PART B – STORAGE ORGANIZATION

C. Shelf Arrangement
1. Store raw meat, poultry, and seafood on lower shelves.
2. Keep ready-to-eat food on upper shelves.
3. Separate raw and cooked food clearly.
4. Avoid placing food directly on floor.
5. Use food-grade containers only.
Never store uncovered food.

D. Labeling & Dating
1. Label all items with: 
· Product name
· Date received
· Expiry date
2. Follow FIFO (First In First Out).
3. Discard expired items immediately.

PART C – CROSS-CONTAMINATION CONTROL

E. Separation Rules
1. Store raw and cooked food separately.
2. Use covered containers.
3. Avoid leaking packaging.
4. Clean spills immediately.

PART D – RECEIVING & TRANSFER

F. Immediate Storage
1. Transfer perishable items to cold storage immediately after receiving.
2. Avoid leaving food at room temperature.
3. Verify temperature before storage.
4. Record entry in receiving log.

PART E – CLEANING & MAINTENANCE

G. Daily Cleaning
1. Wipe shelves daily.
2. Clean spills immediately.
3. Keep door handles sanitized.
4. Empty expired items.

H. Weekly Deep Cleaning
1. Remove all stock.
2. Clean and sanitize shelves.
3. Check for mold or frost build-up.
4. Inspect door seals.
5. Record cleaning activity.

PART F – STOCK CONTROL

I. Par Stock Maintenance
1. Maintain minimum and maximum levels.
2. Avoid overstocking.
3. Conduct regular inventory checks.
4. Report low stock to purchasing.

PART G – TEMPERATURE DEVIATION RESPONSE

J. If Temperature Exceeds Safe Range
1. Recheck reading.
2. Inspect door closure.
3. Inform engineering immediately.
4. Transfer food to alternate unit if required.
5. Document corrective action.
Do not use compromised food.

PART H – POWER FAILURE CONTROL

K. During Power Failure
1. Keep doors closed.
2. Monitor internal temperature.
3. Inform engineering immediately.
4. Evaluate food safety before reuse.
5. Record incident.

PART I – DOCUMENTATION

L. Records to Maintain
· Refrigerator Temperature Log
· Freezer Temperature Log
· Cleaning Schedule
· Receiving Log
· Stock Rotation Record
· Incident Report

7️⃣ Do’s and Don’ts
Do’s
✔ Record temperatures daily
✔ Follow FIFO
✔ Keep food covered
✔ Clean regularly
✔ Monitor door seals
Don’ts
✘ Don’t overload shelves
✘ Don’t store raw above cooked food
✘ Don’t ignore temperature fluctuation
✘ Don’t leave doors open
✘ Don’t keep expired products

8️⃣ Food Safety Standards
· Temperature maintained within approved range
· FIFO strictly followed
· No expired items in storage
· Clean and sanitized refrigeration units
· Supervisor verification completed

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Minor temperature change
	Supervisor

	Repeated fluctuation
	Kitchen Head

	Equipment malfunction
	Engineering

	Food spoilage risk
	Manager immediately

	Power failure
	Management



🔟 Documentation / Records Required
· Temperature Monitoring Log
· Cleaning Checklist
· Stock Rotation Log
· Incident Report
· Maintenance Log

1️⃣1️⃣ Common Mistakes to Avoid
· Storing uncovered food
· Ignoring minor temperature rise
· Poor labeling
· Overcrowding refrigerator
· Weak stock rotation
· Incomplete documentation


