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-  F O O D  S A F E T Y  -

STAFF HYGIENE MEASURES

BROCHURE

GENERAL PRINCIPLES OF HYGIENE1



COLEACP makes this brochure available to producers and exporters of foodstuffs 
from ACP countries (Africa-Caribbean-Pacific). The instructions illustrated on the 
next pages are intended for producers and processors seeking to comply with 
Good Hygiene Practices in production and during packing.

It sets out the main recommendations for staff hygiene. Instructions laid down in 
this brochure are part of a set of recommendations to improve compliance with ba-
sic hygiene principles. They are based on analysing potential contamination sourc-
es using the so-called 5 M method ([raw] material, manpower, [working] method, 
machinery and milieu).

Brochures on other topics are also available on the COLEACP website (www.
coleacp.org).

This publication has been prepared by the COLEACP as part of the co-operation 
programmes funded by the European Union (European Development Fund – EDF), 
and in particular the Fit for Market (FFM) programme co-funded by the European 
Union and the Agence Française de Développement (AFD). 
 
The COLEACP is solely responsible for the content of this publication, which may 
in no way be considered to represent the official position of the European Union or 
the AFD. 
 
The COLEACP owns the intellectual property rights to the entirety of the document. 
 
This publication is an integral part of a COLEACP collection, which is made up of 
educational tools and materials. All of them are suited to different types of learners 
and levels of education found in agricultural supply chains, production and sales.
 
This collection is available online for COLEACP members. 
 
Subject to certain conditions, the use of all or part of this publication is possible 
within the scope of specific partnerships. To make any inquiries,  please contact the 
COLEACP at network@coleacp.org.
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Introduction
It is up to each actor in the food production and distribution chain to do 
everything necessary to ensure that products placed on the market are 
free of all risks to consumer health.

A large proportion of risks attributable to food lies in the failure to comply 
with hygiene rules in the production areas - in the field and the pack-
ing station, during processing and storage or during product transport. 
The general hygiene rules applicable in the agri-food sector are there-
fore also valid for primary production. As some foodstuffs (fish, fruit and 
vegetables, etc.) are consumed raw, maintaining good hygiene is critical 
in terms of conformity of these products. The lack of hygiene leads to 
unhealthy and/or unsafe food, generating losses of products or market 
shares. 

Every company must therefore implement general hygiene measures 
and practices in line with the special features of the location, the type 
of product, the methods and technologies used and the staff, in order to 
control and overcome the food risks and thus encourage the production 
of healthy food. 

Simple or cross contamination of products, before or after harvest, can 
come from numerous sources: cultivation locations, land, inputs (ma-
nure), droppings, work surfaces, equipment and staff are all potential 
carriers of pathogenic micro-organisms. It is however easy to limit the 
risk considerably in production and packing by applying a series of sim-
ple measures relating to the basic hygiene principles.

The general hygiene principles listed in the COLEACP brochures relate 
mainly to:

1. Staff hygiene measures
2. Hygiene measures of production sites and installations
3. Aspects relating to the control of operations, traceability and staff train-

ing
4. Cleanliness and product handling management
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PREPARING YOURSELF FOR WORK

1. Have wash-rooms (showers and lavatories, for women and men), with water (hot if possible), liq-
uid soap, disinfectant, nail-brush made of synthetic material and kept in a disinfecting solution).

2. Be and remain clean throughout product harvesting, transport and packing.
3. Take a shower on arrival (or during breaks) if necessary (if walking or using public transport). 

Wash your entire body, including your head, with running water and soap. Remove all jewellery 
and personal effects.

4. Put on clean work clothes (ideally light-coloured outfits).
5. Wash your hands (paying special attention to your nails) before starting work.

HAVE IMPECCABLE HAND HYGIENE

OBEY PERSONAL HYGIENE RULES

1. Remove watch and jewellery (only a smooth wedding ring is tolerated).
2. Cut your nails short and do not use polish, perfume or cream.
3. Cover any injured and/or infected skin areas with a brightly-coloured watertight plaster that 

covers the area to be protected entirely.
4. Wash your hands with soap and water every time you go to the lavatory, after handling the dust-

bin or dirty products and after every break. Dry your hands with paper towels.

1. Declare any illness that might cause a running nose, a cough or a need to spit. Remove from 
at-risk stations people suffering from or carrying an illness or affliction that can be transmitted 
via food. Note in a staff register the illness duration and reason.

2. Wear an outfit suitable for the work station (according to the risk for the products): cover your 
hair (wear a cap), cover the cotton work outfit with a waterproof apron, if necessary, wear rubber 
boots or washable sandals; in some areas, wear a mask (or net) and disposable gloves.

3. Change your outfit as soon as it is dirty, stained or torn. Have it cleaned.
4. Close your outfit whilst you work (button it up, close the collar, tighten the belt).
5. Remove the outfit (in the cloakrooms) during the breaks; do not leave the installations with the 

outfit.
6. Plan for an outfit for visitors.
7. Do not smoke or eat whilst you are working. Do not take personal effects (handkerchief, keys, 

biro, telephone, etc.) into the packing room.
8. Use the available bins to throw away papers and other waste.
9. Wash your hands regularly with soap during the work.
10. Emphasise the instructions with instruction sheets or pictograms located to be visible when 

they are really useful (on the door, at the exit from the lavatories).

List of messages and instructions for good staff 
hygiene
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How do you get ready for work?

THE MOST IMPORTANT THING IS TO HAVE 
IMPECCABLE PERSONAL HYGIENE

WEAR CLEAN CLOTHES

• Be and remain clean throughout product harvesting, 
transport and packing.

• Take a shower on arrival (or during breaks) if necessary 
(if walking or using public transport).

• Wash your entire body, including your head, with running 
water and soap.

• Take off your personal clothes in the cloakrooms.
• Put on clean work clothes.
• Change your outfit when it is dirty, stained or torn.

One shower for women and one for men supplied, if possible, 
with hot water and liquid soap will be installed in the cloak-
rooms.

A solid work outfit (cotton) must be available. Each per-
son must have two outfits to ensure that they are cleaned 
regularly.

Soap and water must be accessible by the staff permanently.

• Wash your hands (with soap and water) before starting 
work.

• Wash your hands every time you go to the lavatory and 
after the breaks (or any work stoppage).

• Keep your hands clean permanently, by washing them with 
soap and rinsing them regularly with water.

WASH YOUR HANDS BEFORE, DURING AND AFTER 
WORK
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What hygiene rules for hands?

TO BE ABLE TO CLEAN YOUR HANDS AND 
FOREARMS EFFECTIVELY

HAVE IMPECCABLE HAND HYGIENE TO AVOID 
CONTAMINATIONS OR INJURING FRUIT AND VEGETABLES

TO AVOID CONTAMINATION OF FOOD PRODUCTS BY 
HAZARDOUS MICROBES

• Remove all jewellery (rings, bracelets, etc., even if 
they are not metal).

• Wearing a wedding ring (smooth silver or gold  
band) is tolerated.

• Remember to remove your watch.
• Clean your forearms carefully, by washing and rub-

bing your skin from wrist to elbow.

• Cut your nails as short as possible.
• Do not use nail varnish (remove all traces with nail polish 

remover); avoid perfume and scented creams.
• Do not wear false nails.
• Rub and clean (under) the nails with a hard brush when 

cleaning your hands.

• Cover injuries with a watertight plaster, ideally brightly-colour-
ed, that is large enough and which sticks firmly.

• Avoid handling the food products if you have 
a purulent infection on your fingers or hand.

Put pictograms on cloakroom and the packing room 
walls to recall these instructions.
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What hygiene rules for people?

TO AVOID CONTAMINATION OF FOOD PRODUCTS BY 
HAZARDOUS MICROBES

MAKE IT MANDATORY FOR EACH PERSON TO WEAR 
A CLEAN WORK OUTFIT AND TO FOLLOW THE 
INSTRUCTIONS

A register of staff illnesses must be kept.

• Check staff health (mandatory declaration of fever, vomit-
ing, diarrhoea, jaundice, sore throat or stomach ache).

• Remove sick people or those with runny noses or ears 
from at-risk work stations (sorting, trimming and packing).

• Prevent people from coughing or spitting in the presence 
of products.

• Wash your hands every time you blow your nose.

• Forbid the staff from arriving or leaving in their work 
outfit, including during breaks.

• Provide an outfit for visitors, inspectors and tempo-
rary staff members.

• Put pictograms on cloakroom and the packing 
room walls to recall instructions about clothing.

WEAR AN OUTFIT SUITABLE FOR THE WORK 
STATION (BASED ON THE HEALTH RISK)

• Low risk area: wear coveralls closed up to the neck, a 
waterproof apron (if working at a wet table or area), a 
cap on your head, a net for a beard and washable rubber 
sandals or boots.

• High risk area (sensitive products such as fish fillets): 
in addition, wear a mask and disposable gloves (to be 
replaced periodically).
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What rules to be obeyed during work?

BAN SMOKING OR TELEPHONING IN THE 
PACKING AREAS

• Do not smoke, take snuff or chew tobacco or chewing 
gum at the work station.

• Ban bringing personal effects (keys, biro, telephone, etc.) 
into the packing room.

Obeying hygiene rules means preventing foreign bodies 
from being introduced into the products.

BAN EATING OR DRINKING IN THE PACKING 
AREAS

• Plan for a room for meals inside buildings, or a sheltered area 
outside, for meals and breaks.

• Do not permit food or drink to be consumed during sorting 
and packing.

• Provide for regular breaks to encourage the staff to follow the 
instructions (breaks for smoking, checking their calls, etc.).

MAKE SOAP AND WATER AVAILABLE TO 
WORKERS

• Allow hands and equipment to be washed and rinsed as 
soon as necessary during work.

• Where there are no washroom facilities for the staff (e.g. 
in the field), plan for a tank of clean water with a tap or 
removable plug nearby and liquid soap.

Hand washing and rinsing is mandatory immediately after 
handling raw food, the dustbin or any contaminated or soiled 
product (e.g. cartons, earthy vegetables).
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How to wash your hands correctly?

WASH AND COAT YOUR DIRTY HANDS WITH 
LIQUID SOAP

RINSE AND DRY YOUR HANDS  

CHECK THE CLEANING AND DISINFECTING OF THE 
HANDS AFTER CLEANING

• Wet your hands by rinsing them under running water.
• Coat your hands with a liquid cleaning product (deter-

gent and degreasing product, non-aggressive for the 
skin).

• Rub your hands (and between the fingers) for 
at least twenty seconds, counting in your head: 
101…102…103…104…up to 120.

• If necessary, scrub your nails with a hard brush (which 
will be stored in a disinfecting solution).

• Rinse your hands for at least ten seconds, counting in 
your head: 101…102…103…104…up to 110.

• Continue to rinse until there are no more signs of soap.
• Dry (if required) with a disposable absorbent paper 

towel.
• Turn off the tap with the towel.

• Check that your hands (and nails) are clean by visual 
examination.

• If necessary (sensitive products), apply a disinfecting 
solution (e.g. alcohol solution).

• Do not dry your hands after applying a disinfecting 
solution; let them dry in the open air.

Check regularly the quality of staff hand washing (visual inspections, 
microbiological analyses).
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