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PROCEDURE
11.4 MEALTIME MANAGEMENT


	
Number
	
Procedure

	
Related National Disability Insurance Scheme Practice Standard

	11.4 (A)
	Staff Training
	4

	11.4 (B)
	Risks Associated with Eating and Swallowing
	

	11.4 (C)
	Food Preparation & Handling
	

	11.4 (D)
	Mealtime Assistance
	

	11.4 (E)
	Monitoring and Responding to Signs of Difficulty
	

	11.4 (F)
	Monitoring & Supervision
	



Definitions
Dysphagia: Difficulty swallowing, which may involve pain while swallowing (odynophagia). People with dysphagia may be unable to swallow or have trouble safely swallowing liquids, foods, or saliva. Individuals requiring a modified diet must have a Mealtime Management Plan prescribed by their GP or allied health professional.
Mealtime Management: The process of planning, preparing, and assisting with meals to ensure they meet the nutritional needs and preferences of individuals, particularly those with specific dietary requirements or swallowing difficulties.
Assisted Feeding: Providing support to individuals who are unable to feed themselves, ensuring they receive adequate nutrition and hydration in a safe and respectful manner.
Meal Plans: Structured plans detailing the types of foods and fluids an individual should consume, tailored to their specific dietary needs and preferences.
Ingredients: The individual components that make up a meal, which must be carefully selected to meet the dietary requirements and preferences outlined in a participant’s meal plan.
Procedures

11.4 (A) Staff Training

Where staff are required to manage or implement mealtime management plans, they will receive general training to understand: 
• how to read, interpret and implement mealtime management plans 
• signs and symptoms of swallowing and feeding difficulties 
• risks associated with eating and swallowing 
• risks associated with not following mealtime management plans 
• food preparation requirements and methods for common conditions e.g. people with dysphagia 
• awareness of procedures and methods for including medication in food where this is required by the plan including an understanding of crushable/non-crushable medication 
• common terminology related to mealtime preparation and modified meals. 
• food storage protocols in accordance with health standards  
• labelling requirements so that meals for participants can be easily identified and differentiated from meals not to be provided to the participant.

Once a Better Together staff member (or other worker) who has been approved to support the service user with mealtime management, they are responsible to have read and understood the service user’s Mealtime Management Plan and have received training in food and fluid modification relevant to the person’s support needs. Additionally, they will agree to follow the plan and not make any amendments or adjustments unless they have been given authority to do so from the Service Delivery Coordinator and/or Manager.

Staff are also responsible for following the 7 R’s of Mealtime Support. They are:
1. Right Person and Plan  
2. Right support and response  
3. Right type of nutrition and hydration 
4. Right texture and consistency  
5. Right position 
6. Right aids and equipment  
7. Right documentation and record-keeping

11.4 (B) Risks Associated with Eating and Swallowing

Aspiration
Ingestion of material into the lungs, which can cause inflammation and is common in individuals with dysphagia.

Silent Aspiration
Aspiration without key symptoms, requiring imaging and assessment for identification.

Aspiration Pneumonia and Pneumonitis
Risks for individuals with dysphagia, which can lead to serious health complications.

11.4 (C) Food Preparation & Handling

To ensure safe food handling and preparation, always wash your hands thoroughly before handling food. Make sure to sanitise the work area and utensils to maintain a clean environment. Follow recipes and guidelines for safe food preparation, and cook food to the recommended temperatures to ensure it is safe for consumption. Staff are expected to adhere strictly to these guidelines to prevent foodborne illnesses and ensure the highest standards of hygiene.

The Mealtime Management Plan (MMP) may outline specific dietary plans for the client / participant. Dietary plans and food types may include:  
• Pureed, minced, chopped or soft foods 
• Thickened fluids 
• Weight reduction or weight-increasing  
• Low fat 
• Vegetarian  
• Low cholesterol or cholesterol-lowering  
• Diabetic  Exclusions or allergy-inducing foods may include specific food groups: 
• Bread, cereals, rice, pasta, noodles  
• Vegetables, legumes 
• Fruit;  
• Milk, yogurt, cheese;  
• Meat, fish, poultry, eggs, nuts, legumes. 

Texture Modification
Begin by assessing the required texture for each participant’s meal to meet their individual needs. Use equipment like blenders or grinders to achieve the correct texture, ensuring the food is both safe and enjoyable for participants. Follow specific guidelines for using and cleaning texture-modification equipment to maintain hygiene and prevent cross-contamination. Clearly label modified foods to prevent confusion and ensure that each participant receives the appropriate meal. Staff must be diligent in these tasks to cater to the specific dietary needs of participants.

Avoiding Cross-Contamination
To avoid cross-contamination, use designated areas for handling different types of food. Make sure to use separate utensils for different foods and clean them thoroughly between uses. Store foods in sealed containers to avoid cross-contamination, and be especially cautious with allergens, ensuring they are kept separate from other foods. Staff are responsible for maintaining these practices to protect participants from potential allergens and contaminants.

Staff will also complete I’m Alert Food Safety Handling Training when completing tasks and duties where food preparation is responsible.

Plating Food
When plating food, arrange it on the plate in an appealing and appetising manner; food should be easily identified as meals. 

Ensure portions are appropriate according to the meal plan, and serve food at the correct temperature. Present the food in a way that maintains the dignity of the participant. 

11.4 (D) Mealtime Assistance

Provide gentle verbal reminders and encouragement during mealtime. Assist participants by guiding their hands to the food and help with cutting or preparing food while they feed themselves. If needed, feed the participant while ensuring a respectful and dignified experience. Staff are expected to be patient, attentive, and supportive at all times.

Mealtime Support Responsibilities
· Maintain hygienic storage and food handling practices to avoid contamination and ensure meals of the right texture and consistency are delivered to the right person.
· Promote independence, knowing when to assist and when to let the person act independently.
· Communicate with the person about how you will assist them with their meal, referring to their mealtime management or dietary plans.
· Wash your hands and assist the person in washing and drying their hands before the meal to reduce the risk of cross-infection.
· Help the person sit upright at a table or chair by their bed to aid swallowing and protect the airway.
· Engage in conversation and encourage the person’s participation during the meal to make it an enjoyable social occasion.
· Sit at the person’s eye level to aid communication and reassure them of your attention.
· Describe the food on the plate, especially for those who are visually impaired or on a puree diet.
· Ask about their preferred order of eating, when they would like a drink, and if they want additional seasoning or sauces (where approved).
· Let the person choose whether to use a fork or spoon to help them feel in control of the meal.
· Monitor for and respond to risks like coughing or choking.
· Maintain focus on the person and do not leave them unattended during the meal.
· After the meal, ensure they are comfortable and have had enough to eat and drink without pressuring them.
· Support them in washing their face and hands and attend to their oral care needs .
· Wash your hands again after the meal.
· Be trained in specific mealtime support requirements for all persons you support.
· Have all relevant mealtime support and dietary plans available.
· Set up any equipment and aids before serving the meal or drink.
· Follow the instructions in the person’s mealtime management and dietary plans without variation.

Encouraging Self-Feeding and Independence
Encourage attempts at self-feeding by using positive reinforcement and providing adaptive utensils that facilitate independence. Offer clear, step-by-step instructions to build confidence, and allow ample time for participants to feed themselves. 

Ensure participants are seated upright to prevent choking. Feed at a slow, steady pace, allowing time to chew and swallow. Watch for signs of difficulty and respond promptly, maintaining a calm, unhurried environment during meals. Staff must be vigilant and responsive to ensure the safety and comfort of participants during feeding. 

As a minimum, staff are to follow the Meal Management Plan (MMP) to ensure they are compliant with the plan as directed by subscribed healthcare professionals.

Recording Food and Fluid Intake
Keep detailed daily logs of what and how much each participant eats and drinks in accordance with their Mealtime Management Plan (MMP). This record will also be noted on Flow Logic under the Meal Planner. 

Staff are responsible to record intake consistently to monitor dietary needs and preferences, and regularly review logs to ensure participants are receiving adequate nutrition. 

Staff must be meticulous in recording and reviewing these logs to provide accurate and useful information for ongoing care and nutrition planning.

11.4 (E) Monitoring and Responding to Signs of Difficulty

Keep a close eye on participants during mealtime, looking for signs of choking, aspiration, or distress. Act quickly to address any issues, following emergency procedures if necessary. Provide comfort and reassurance to participants showing signs of difficulty. 

Staff are responsible for continuous observation and must be trained to handle emergencies efficiently and calmly.

Staff must look out for potential signs and symptoms of dysphagia, including:
· Difficult, painful chewing or swallowing
· Coughing, choking, gagging, or frequent throat clearing during or after swallowing
· Long mealtimes (e.g., taking more than 30 minutes to finish a meal)
· Shortness of breath when eating and drinking
· Avoiding some foods due to swallowing difficulty
· Regurgitation of undigested food
· Difficulty controlling food or liquid in the mouth
· Drooling
· Hoarse or gurgly voice
· Dry mouth
· Poor oral hygiene
· Frequent heartburn
· Unexpected weight loss
· Frequent respiratory infections
· Difficulty sitting upright in a chair

Responding to Coughing or Choking / Emergencies
· If someone is choking and cannot breathe, call triple zero (000) for an ambulance.
· Bend the person forward and give up to 5 sharp blows on the back between the shoulder blades with the heel of one hand, checking after each blow if the blockage has cleared.
· If the blockage has not cleared after 5 blows, alternate 5 back blows with 5 chest thrusts until medical help arrives.
· If the person becomes blue, limp, or unconscious, start CPR immediately.


11.4 (F) Monitoring & Supervision 

Better Together management will put into action a planned approach to managing risks for any person identified with a swallowing or choking risk. This will include: 
· Ensuring all relevant staff have completed all mandatory training, including High Intensity Daily Personal Activities (HIDPA) for a person requiring management of severe dysphagia.  
· Recording staff training activities to evidence completion of training, including against any specific Mealtime Management Plan, and the AQHP signs off any High Intensity Daily Personal Activities (HIDPA) skills assessments.
· A rapid and detailed response to manage risks, incidents, and emergencies, including escalation of an incident to Management.
· Documenting the supervision approach that strengthens the support worker's ability to identify and respond appropriately to the person’s needs, risks and emergencies related to eating and drinking activities.  


Related Better Together Policies and Procedures
Policy 1.0	Service Access
Policy 2.0	Individual Needs
Policy 3.0	Choice Control and Consent
Policy 4.0	Privacy, Dignity and Confidentiality
Policy 7.0	Feedback and Complaints 
Policy 8.0	Service Management: Governance
Policy 9.1 	Positive Behaviour and Reduction of Restrictive Practise. 
Policy 10.0	Human Resources 
Policy 11.0	Risk Management
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