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	Department: Canteen
	Auditor: 
	Date:

	Process: Canteen / Food Service Audit
	Name of the Person Audited: 

	INPUTS: Approved canteen agreement and licenses; applicable statutory and regulatory requirements; approved menu and rate list; food safety and hygiene records; supplier and stock records; cleaning and sanitation records; water-quality and temperature records; equipment maintenance and fire safety records; waste management records; stakeholder feedback and complaints
	OUTPUT: Canteen / Food Service Audit Report with documented evidence and observations.

	OBJECTIVES: compliance and effectiveness of canteen operations with respect to statutory and contractual requirements, food safety, hygiene, service quality, infrastructure, occupational safety, stakeholder satisfaction, and environmental sustainability

	Audit Purpose and Scope: 
· Purpose: 
To ensure that canteen services meet the requirements for food safety, hygiene, service quality, and stakeholder satisfaction.
· Scope: 
Covers canteen operations, food preparation and storage, hygiene, infrastructure, safety, waste management, service quality, and customer feedback.
· Audit Method: 
Verification of records and documents, physical inspection, observation of canteen activities, and interaction with the canteen in-charge and staff.
EOMS Evaluation: C = Conformance; NC = Non-conformance; NA = Not Applicable. 
Record objective evidence for every sampled checkpoint.



			A. Governance, Licensing and General Administration
	S. No.
	Audit Checkpoint / Question
	Yes
	No
	N/A

	1
	Is the canteen operated under a valid agreement / licence / work order approved by the University?
	☐
	☐
	☐

	2
	Are the canteen operator's details, responsible person and emergency contact displayed?
	☐
	☐
	☐

	3
	Are applicable FSSAI registration / licence certificates valid and displayed prominently?
	☐
	☐
	☐

	4
	Are local body trade licence and other applicable statutory permissions available and valid?
	☐
	☐
	☐

	5
	Are copies of staff identity details and required health / fitness declarations maintained?
	☐
	☐
	☐

	6
	Are operating hours, menu, item prices and complaint contact displayed clearly?
	☐
	☐
	☐

	7
	Are purchase, sales, stock, cleaning and inspection records maintained and available?
	☐
	☐
	☐

	8
	Are previous audit observations and corrective actions documented and closed?
	☐
	☐
	☐

	Evidence / Records verified
	Physical Observations
	Photo / evidence reference

	


	


	





	

	B. Food Safety, Hygiene and Storage
	S. No.
	Audit Checkpoint / Question
	Yes
	No
	N/A

	1
	Do food handlers maintain personal cleanliness and wear clean aprons, head covers and suitable footwear?
	☐
	☐
	☐

	2
	Are handwashing facilities, soap and hygienic hand-drying arrangements available and used?
	☐
	☐
	☐

	3
	Are food handlers free from jewellery and practices that may contaminate food?
	☐
	☐
	☐

	4
	Are raw and cooked foods handled separately to prevent cross-contamination?
	☐
	☐
	☐

	5
	Are food items covered and protected from dust, insects and other contaminants?
	☐
	☐
	☐

	6
	Are refrigerators / freezers clean, functional and monitored for appropriate temperatures?
	☐
	☐
	☐

	7
	Are perishable items stored at safe temperatures and labelled with date / time where appropriate?
	☐
	☐
	☐

	8
	Are food items within expiry / use-by dates and stored according to manufacturer instructions?
	☐
	☐
	☐

	9
	Are ingredients purchased from reliable suppliers and supported by bills / purchase records?
	☐
	☐
	☐

	10
	Is potable drinking water used for cooking, washing and drinking?
	☐
	☐
	☐

	11
	Are food preparation surfaces, utensils and equipment cleaned and sanitised at suitable intervals?
	☐
	☐
	☐

	12
	Are food samples / retained samples maintained where required by applicable rules or contract?
	☐
	☐
	☐

	Evidence / Records verified
	Physical Observations
	Photo / evidence reference

	


	


	




	  	C. Kitchen, Equipment and Infrastructure
	S. No.
	Audit Checkpoint / Question
	Yes
	No
	N/A

	1
	Are kitchen, preparation, serving and dining areas clean, well ventilated and adequately illuminated?
	☐
	☐
	☐

	2
	Are floors, walls, ceilings, drains and worktops in good repair and easy to clean?
	☐
	☐
	☐

	3
	Are separate arrangements available for washing vegetables, utensils and hands?
	☐
	☐
	☐

	4
	Are cooking equipment, exhaust hoods, chimneys and grease traps cleaned and maintained?
	☐
	☐
	☐

	5
	Are LPG cylinders / gas lines installed safely, secured and kept away from heat sources?
	☐
	☐
	☐

	6
	Are electrical wiring, switches, sockets and appliances in safe condition?
	☐
	☐
	☐

	7
	Are pest-control measures in place and pest-control records maintained?
	☐
	☐
	☐

	8
	Are doors, windows and openings protected against insects and rodents?
	☐
	☐
	☐

	9
	Are toilets and wash areas clean, functional and separated from food preparation areas?
	☐
	☐
	☐

	10
	Are adequate seating, tables and drinking-water facilities provided for users?
	☐
	☐
	☐

	Evidence / Records verified
	Physical Observations
	Photo / evidence reference

	


	


	






		D. Menu, Food Quality and Service
	S. No.
	Audit Checkpoint / Question
	Yes
	No
	N/A

	1
	Is the displayed menu current and are prices consistent with the approved rate list?
	☐
	☐
	☐

	2
	Are portion sizes and quality reasonably consistent with the approved menu / agreement?
	☐
	☐
	☐

	3
	Are food items freshly prepared and served at appropriate temperatures?
	☐
	☐
	☐

	4
	Are vegetarian and non-vegetarian items (if both served) stored, prepared and served separately?
	☐
	☐
	☐

	5
	Are cooking oil reuse practices controlled and is visibly degraded oil avoided?
	☐
	☐
	☐

	6
	Are ingredients and food items free from adulteration, spoilage and unusual odour / appearance?
	☐
	☐
	☐

	7
	Are serving utensils clean and food protected during display and service?
	☐
	☐
	☐

	8
	Are queue management, service time and crowd management adequate during peak hours?
	☐
	☐
	☐

	9
	Are complaints about food quality, pricing or service recorded and resolved?
	☐
	☐
	☐

	Evidence / Records verified
	Physical Observations
	Photo / evidence reference

	


	


	







		E. Fire, Occupational Health and Emergency Preparedness
	S. No.
	Audit Checkpoint / Question
	Yes
	No
	N/A

	1
	Are suitable fire extinguishers available, accessible, inspected and within service validity?
	☐
	☐
	☐

	2
	Are emergency exits and access routes unobstructed and clearly identified?
	☐
	☐
	☐

	3
	Are staff aware of emergency response, fire extinguisher use and evacuation procedures?
	☐
	☐
	☐

	4
	Are first-aid materials available and accessible?
	☐
	☐
	☐

	5
	Are burn, cut and slip hazards identified and controlled?
	☐
	☐
	☐

	6
	Are non-slip floor practices / warning signs used when floors are wet?
	☐
	☐
	☐

	7
	Are knives, hot surfaces, boiling liquids and chemicals stored / handled safely?
	☐
	☐
	☐

	8
	Are incident, injury and near-miss records maintained and reviewed?
	☐
	☐
	☐

	Evidence / Records verified
	Physical Observations
	Photo / evidence reference

	


	


	





		


		F. Waste Management and Environmental Sustainability
	S. No.
	Audit Checkpoint / Question
	Yes
	No
	N/A

	1
	Are wet, dry and sanitary / hazardous waste streams segregated at source as applicable?
	☐
	☐
	☐

	2
	Are covered, labelled bins provided in kitchen and dining areas?
	☐
	☐
	☐

	3
	Is food waste collected and disposed of / processed through an approved arrangement?
	☐
	☐
	☐

	4
	Are used cooking oil and other special wastes handed over to authorised agencies where applicable?
	☐
	☐
	☐

	5
	Are single-use plastics avoided / minimised in line with applicable rules and University policy?
	☐
	☐
	☐

	6
	Are reusable / biodegradable alternatives used where practicable?
	☐
	☐
	☐

	7
	Are water leaks identified and repaired, and water use minimised?
	☐
	☐
	☐

	8
	Are energy-efficient practices followed for lighting, refrigeration and cooking equipment?
	☐
	☐
	☐

	9
	Are drains and grease traps maintained to prevent blockages and wastewater pollution?
	☐
	☐
	☐

	Evidence / Records verified
	Physical Observations
	Photo / evidence reference

	


	


	





				G. Commercial Practices, Staff and Customer Feedback
	S. No.
	Audit Checkpoint / Question
	Yes
	No
	N/A

	1
	Are approved rates displayed and are bills / receipts issued where required?
	☐
	☐
	☐

	2
	Are cash / digital payment options functional and transaction records maintained?
	☐
	☐
	☐

	3
	Are staff duties, attendance and work schedules documented?
	☐
	☐
	☐

	4
	Are staff trained periodically in food hygiene, safe handling and emergency procedures?
	☐
	☐
	☐

	5
	Are staff facilities and changing / storage arrangements adequate?
	☐
	☐
	☐

	6
	Is a feedback / complaint register or digital feedback mechanism available?
	☐
	☐
	☐

	7
	Are student, faculty and staff feedback trends reviewed and corrective action taken?
	☐
	☐
	☐

	8
	Is there a documented mechanism to address overcharging, service denial or misconduct?
	☐
	☐
	☐

	Evidence / Records verified
	Physical Observations
	Photo / evidence reference

	


	


	





		


		H. Records and Institutional Quality / Sustainability Alignment
	S. No.
	Audit Checkpoint / Question
	Yes
	No
	N/A

	1
	Are daily cleaning and sanitation checklists completed and verified?
	☐
	☐
	☐

	2
	Are temperature, pest-control, equipment maintenance and water-quality records maintained as applicable?
	☐
	☐
	☐

	3
	Are supplier bills, stock inward / outward and expiry monitoring records available?
	☐
	☐
	☐

	4
	Are periodic water-quality test reports available from a competent / authorised laboratory, as applicable?
	☐
	☐
	☐

	5
	Are canteen inspection reports, meeting notes and action-taken reports maintained?
	☐
	☐
	☐

	6
	Are food safety and hygiene awareness activities / instructions communicated to staff?
	☐
	☐
	☐

	7
	Does the canteen support the University's green campus, plastic reduction and waste minimisation initiatives?
	☐
	☐
	☐

	8
	Are records and evidence readily available for IQAC / NAAC / ISO / institutional audits?
	☐
	☐
	☐

	Evidence / Records verified
	Physical Observations
	Photo / evidence reference

	


	


	




	Department: Canteen
	Auditor: 
	Date:

	Process: Canteen / Food Service Audit
	Name of the Person Audited: 

	INPUTS: Canteen agreement and licenses; applicable statutory and regulatory requirements; approved menu and rate list; food safety and hygiene records; supplier and stock records; cleaning and sanitation records; water-quality and temperature records; equipment maintenance and fire safety records; waste management records; stakeholder feedback and complaints
	OUTPUT: Canteen / Food Service Audit Report with documented evidence and observations.
[bookmark: _GoBack]
	OBJECTIVES: compliance and effectiveness of canteen operations with respect to statutory and contractual requirements, food safety, hygiene, service quality, infrastructure, occupational safety, stakeholder satisfaction, and environmental sustainability

	Notes/ Objective Evidence: (e.g. Inspected Documents/ Audit observations/Result of interview)
	Evaluation

	AUDIT SCORE AND SUMMARY:
	Total checkpoints
	Compliant (Yes)
	Non-compliant (No)
	Not applicable

	
	
	
	

	Major observations 
	
	
	

	
	
	
	

	Overall audit result
	☐ Satisfactory  
☐ Needs Improvement  
☐ Unsatisfactory
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E: evaluation: 1 = conformance    2 = Non-conformance    N.A.: Not Applicable
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