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	PURCHASING & VERIFICATION OF CONSUMABLES



The term "consumables" will be taken to mean foodstuffs and cleaning / laundry / toiletry materials.
"Verification" is ISO 9001:2008 terminology for ensuring that you have received what you require, and that inspections have verified acceptable quality, as far as you are able to tell without opening packs.

A: ITEMS PURCHASED DIRECTLY AT RETAIL OUTLETS:
1.
Care Team members have the authority to buy items up to the value of £25.00.  Items over this value must be authorised by a the manager or a Director before being purchased.

1. Items will be shopped for directly by a member of the Care Team.

3.
The till receipt will detail items bought. This receipt will be kept as proof of purchase. For ISO 9001:2008 purposes, inspection for acceptable quality will be deemed to have taken place at point of purchase.

B: ITEMS PURCHASED FOR DELIVERY TO THE HOME:
1. The Chef or the Housekeeper may  telephone or fax orders to the preferred suppliers.

2.
Upon receipt of the goods at the Home, a staff member will:

2.1
Check the Delivery Note against the original list of items ordered to see if what was ordered is what has been sent;

2.2
Check the Delivery Note against items actually sent, to see if the delivery is correct.


1.3 Check the apparent quality of items delivered, checking for damaged packs etc. Damaged ("non-conforming" - ISO 9001:2008) items are rejected and sent back to the supplier.

1.4 In the case of Frozen Food and Meat, the member of staff receiving the goods must make sure that each item is solidly frozen at the point of delivery and transferred directly to the freezer.  Any goods not considered to be frozen on delivery will be rejected and returned.
3.
If acceptable, the staff member may sign the Delivery Note, retaining a copy for records. This will denote a satisfactory quality inspection, i.e. goods have "conformed" to requirements.

