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Standard Operating Procedure (SOP) for Breakage Control

1. Purpose

To establish guidelines for handling and recording breakage within Food Passion Co. premises, ensuring accountability and minimizing loss. This SOP outlines responsibilities, reporting procedures, and cost accountability measures for breakage that exceed acceptable limits.

2. Scope

This SOP applies to all Food Passion Co. staC, including front-of-house, kitchen, and back-of-house employees, who handle any equipment, tools, or service items.

3. Definitions

· Breakage: Any accidental or deliberate damage to equipment, utensils, glassware, crockery, or any other operational item.

· Acceptable Limit: Up to 2% of total monthly inventory value for breakage. Any excess will result in additional costs for the staC involved.

4. Responsibilities

1. All StaC Members

· Handle equipment and tools with care.

· Immediately report any breakage incidents to the Shift Supervisor.

2. Shift Supervisor/Manager

· Ensure that all breakage incidents are recorded in the Breakage Log.

· Conduct a preliminary assessment to determine the cause of breakage.

· If breakage exceeds the acceptable limit, notify the HR department to take necessary steps.

3. Inventory Manager

· Track and monitor monthly breakage as part of inventory control.
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· Compile breakage reports to assess if the 2% acceptable limit has been exceeded.

4. HR Department

· Communicate and manage cost implications if breakage surpasses the 2% threshold.

· Facilitate the process of charging the cost of excess breakage to the relevant staC.

5. Procedure for Handling Breakage

· StaC must be trained on the proper handling and storage of all items.

· Use designated storage spaces and avoid overcrowding to minimize accidental breakage.

5.2 Immediate Reporting

· StaC must immediately report any breakage to their supervisor, detailing:

· The item(s) broken

· The cause (accidental or unavoidable)

· Any relevant context to prevent future breakage

5.3 Recording Breakage

· The Shift Supervisor records each incident in the Breakage Log .

· The log entry should include:

· Date and time of breakage

· Description of the item(s)

· Cause of breakage

· Name of the staC member responsible
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6. Monitoring and Analysis

· Inventory Manager will review monthly breakage reports and calculate the total value of broken items.

· If the total breakage exceeds 2% of the inventory value, additional costs will be calculated and recorded.

7. Cost Accountability for Excessive Breakage

· Acceptable Breakage Limit: Food Passion Co. allows for breakage up to 2% of monthly inventory value without financial repercussions for staC.

· Exceeding the Limit: If breakage exceeds this threshold:

· The Inventory Manager will notify HR with a breakdown of excess costs.

· HR will calculate the chargeable cost, divided among the responsible staC as applicable.

· StaC will be notified in writing of any deduction from their wages to cover excessive breakage.

8. StaC Training

· All staC members are required to attend a training session on the handling of equipment and breakage reporting.

· Refresher training sessions will be conducted quarterly to reinforce proper handling techniques and accountability.

9. Non-Compliance and Disciplinary Action

· Failure to comply with this SOP may result in disciplinary action, including a written warning or further corrective measures as per Food Passion Co. policies.

10. Review and Continuous Improvement

· This SOP will be reviewed every 12 months to ensure ongoing relevance and eCectiveness.

