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	Reason / Background for SOP:
	

	Purpose:  
	The mealtime co-ordinator is a core requirement for all care settings providing meals and should be in place during every mealtime.  This role can ensure that all necessary safety and quality arrangements are in place before, during and after meals that protects the mealtime experience. 

	Outcome:
	The person using the service has a great dining experience that meets all their needs. 


	Step 
	Operating Steps 1- 9

	1
	Senior carer/ Nurse in charge identifies suitable member of staff to fulfill the mealtime co-ordinator role at start of each shift and communicates this to care team.



	2


	Mealtime Preparation

Mealtime co-ordinator must ensure that they and all staff participating in mealtime experience have received a handover which identifies and accurately reflects the needs of individuals, including :
· People who are nil by mouth (NBM) /fasting (refer to NBM S.O.P)  
· People who require a specialist diet, including texture modified diet

· People who require support, supervision or monitoring during mealtime

· People who require encouragement  or assistance to prepare for mealtimes by reviewing comfort, including position, seating and location for mealtime, access to bathroom / hand wash facilities and access to fresh water or alternative to accompany their meal

· People who have chosen to eat in their own rooms

· People who require to use personalised  cutlery / crockery / aids at mealtimes and are being assisted by care staff or family, ensuring their personal care needs are explicit, including any requirement for recording information

People who have ne /changing needs with their food, fluid and nutritional intake.


	3
	It is the responsibility of the mealtime co-ordinator to identify all individuals who are nil by mouth for each mealtime.



	4
	Mealtime coordinator ensures that dining environment is prepared for protected mealtime experience.



	5
	Mealtime co-ordinator alerts staff to serving of meals in the dining area ( or other option chosen by service user) and ensures all available staff are prepared and ready to begin.

	
	MEALTIME PAUSE
	

	6
	Mealtime co-ordinator initiates a final check in the form of a mealtime pause, reviewing the safety brief and seeking verbal assurance from all staff involved in the mealtime experience that all quality and safety measures are in place to allow serving to commence.  (Refer to the 10 second pause template)

	7
	Mealtime co-ordinator ensures food temperature is checked and necessary steps are taken if out with required range. 

	8
	Mealtime Experience – Once meal service has begun, mealtime co-ordinator ensures systems are in place to check:

· No-one has been served a meal which was not intended for them.

· People have been served the correct meal which is relevant to their needs and satisfactory to their choice.

· People have the appropriate aids /supervision and support to enable them to eat independently or have assistance from care staff or  family throughout their meal.

· Care home activity is minimised throughout the meal service. 

Care staff are documenting oral intake on food/fluid charts where required.  Note: This must be actual intake and not what was given

	9
	Post Mealtime - Once people have completed their meals, the mealtime co-ordinator will:
· Liaise with relevant staff to collect trays and clear tables.
· Confirm with all staff involved in the mealtime experience that all food and fluid charts have been completed.

· Communicate with the relevant members of the care team any concerns about individual’s food or fluid intake or any problems with the food service 
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Standard Operating Procedures








Adapted from NHS Highland’s S.O.P dated 2015


