SOP Template: Tray Assembly and Delivery to Patient
Areas

This SOP details the tray assembly and delivery to patient areas, covering the standardized procedures for accurately
preparing meal trays according to dietary requirements, ensuring proper hygiene and safety standards, coordinating
timely delivery to designated patient rooms, and maintaining communication with healthcare staff to enhance patient
satisfaction and care efficiency.

1. Purpose

To establish a standardized process for the safe, accurate, and timely assembly and delivery of meal trays to patient
areas, supporting nutritional care and patient satisfaction.

2. Scope

This SOP applies to Food Service staff involved in the preparation and delivery of patient meal trays within the healthcare
facility.

3. Responsibilities

¢ Food Service Staff: Assemble trays per diet slips, validate tray accuracy, maintain hygiene protocols, deliver trays,
and communicate special needs to healthcare staff.

¢ Supervisors: Oversee adherence to SOP, provide training, and facilitate problem resolution.

¢ Healthcare Staff: Communicate patient dietary changes and assist with tray delivery as needed.

4. Materials & Equipment

¢ Clean meal trays

e Cutlery and dishware

e Diet slips or electronic meal tickets

¢ Thermal covers for hot food

¢ Transport carts (cleaned and sanitized)
¢ Hand sanitizer and/or gloves

e Labels (for special diets/allergies)

5. Procedure

1. Preparation:
o Perform hand hygiene and wear appropriate PPE.
o Sanitize workstations and ensure all equipment is clean.
o Review the daily patient meal lists and dietary requirements.
2. Tray Assembly:
o Select a clean tray and assemble according to the diet slip or menu ticket.
o Check the food items and portion sizes match patient's dietary order (allergies, texture, religious/cultural
considerations).
o Include condiments, utensils, and napkin as needed.
o Label trays for patients with special dietary needs.
o Inspect assembled tray for completeness and presentation.



3. Delivery:

Place completed trays on sanitized transport cart.

Ensure thermal covers are used for temperature control.

Sanitize hands before leaving the kitchen/service area.

Deliver trays promptly to the designated patient rooms or nursing stations at scheduled meal times.
o Verify patient identity prior to tray handoff as per facility protocol.

4. Post-Delivery:
o Communicate with nursing staff about any special instructions, missed trays, or issues.
o Collect used trays after designated period and return to kitchen for cleaning.
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5. Documentation:
o Record tray delivery times, missing trays, or deviations as required.
o Reportincidents or patient feedback to supervisor.

6. Safety & Hygiene

e Use gloves and wash hands as per infection control protocol.

¢ Regularly sanitize work surfaces and carts before and after use.
¢ Handle food items with utensils or gloved hands only.

¢ Monitor food temperatures to ensure safe delivery.

7. Communication & Patient Satisfaction

¢ Maintain clear communication with healthcare staff regarding patient needs and special instructions.
¢ Address patient questions/concerns courteously or escalate to supervisor.
e Support patient satisfaction initiatives and collect informal feedback when appropriate.

8. References

¢ Facility Food Safety and Hygiene Policy
¢ Dietary Guidelines and Allergen Management Policy
¢ Infection Prevention Protocols

9. Revision History

Version Date Description Author

1.0 2024-06-15 Initial SOP Template Food Services Management
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