DAIRY FREE MILK
SWITCHOVER
PROCEDURE

zzzzzzzzzzzzzzzzz




Contents
i o V1o T ] < TPPPPPPPPPPRt

L0 1T YT YT o USSR
StateMENt Of PrOCEAUIE......iiii et ere e e e eta e e e e bae e e e raraeeeeenraeas
PrinCiples Of PrOCEAUIE .....cccceiiee et e e et e e e bt e e e eata e e e eeaaaeeean

=T oo T o 1] o 11 L1 A =TSSR

2
3
4
5
6. RISK ASSESSMENT .. .uiiiiiiieiiee ettt sttt e st e e s e st e s bt e e s e e b e s be e e nee e s beeenanes
N 1= 4011 PP TSP PSPP
S T (=T o o o £ PPN
9. Procedure DeVEIOPMENT ......ccoi ettt e e et e e e e et e e e e enbae e s eeabaee e eeareeas

10. REBVIBW ..ttt et e e e e et e e e e raa e e s et e e s aaaa e s s aaaeere b e eraban e rrraneeraras



1. Purpose

This procedure is to be accepted and observed by all members, paid and unpaid workers
within Four Pillars. Breaches of the procedure may be regarded as gross misconduct.

2. Ownership

This is the Dairy Free Milk Switchover Procedure of Four Pillars. The ownership of this
Procedure is to that of the Four Pillars board of trustees, who discharges its implementation
to the management of Four Pillars. The management may discharge duties to a nominated
member of staff, or unpaid worker.

3. Statement of procedure
Our procedure is to provide guidance on the dairy free milk switchover to employees,

volunteers and service users. We also accept responsibility for all other people who may be
affected by our activities.

4. Principles of procedure

4.1 When the dairy free milk needs to be switched over;

4.2 Locate the oat/lactose free tube(s) beside the milk cooler

4.3 Unhook the dairy milk tube from the machine

4.4 Attach the oat/lactose free tube, inserting tube into required carton
4.5 Force clean the milk system by pressing the top button

4.6 Scroll right to ‘rinse’ and select option

4.7 run coffee as normal

4.8 Unhook the oat/lactose free tube, replace the milk tube

4.9 clean the oat/lactose free tube with hot water and place it beside the milk cooler
4.10 Force rinse the milk system again

5. Responsibilities

Overall and final responsibility for the Dairy Free Milk Switchover Procedure is shared
collectively by Four Pillars Trustees,

Four Pillars trustees delegate the responsibility of following this procedure to the
management team.

The Committee will:
e Arrange for the implementation of this procedure in consultation with staff and
volunteers
¢ Arrange for the adequate instruction and training of staff and volunteers in all matters
related to this procedure
e Arrange for the contents of this procedure to be known to all staff and volunteers

The staff and volunteers of Four Pillars have a duty to:
e Follow this procedure
e Co-operate with the management to ensure that the requirements of relevant
statutory provisions are complied with
o Report potential or actual hazards as soon as possible

6. Risk Assessment

The trustees of Four Pillars will ensure that all risk assessments are undertaken for any part
of the charity’s activities to which they are applicable, copies of these risk assessments are
available upon written request.



7. Premises
The management team will ensure that for all premises used by Four Pillars whether owned,
leased or rented are:
e Health and safety compliant
A full risk assessment has been completed
Insurances are in place and displayed
Fences are erect and secure at all times, if applicable
Gates are manned at all times, if applicable
Any potential danger is reported to the management

8. Reports

The delegated manager/person in charge at each event shall be responsible for making any
necessary reports relating to this procedure or ensuring that others make such reports.

9. Procedure Development

Four Pillars board of trustees shall endeavor to progressively develop the charity’s
procedure on Dairy Free Milk Switchover Procedure use in response to risks and hazards
identified. Specific procedures and policies so developed shall be appended to this
document and form part of the committee’s statement on reporting dairy free milk switchover
compliance.

10.Review

The effectiveness of this procedure will be reviewed annually by a senior member of Four
Pillars staff. If appropriate, action will be taken as necessary to update our procedure to
ensure effective delivery on the objectives laid out at the start of this document.



