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Senior Management Commitment

Introduction
Ensuring all y the use of correct materials

Senior and tothe y , recording d

by then fully its policies, procedures and ‘compliance with the company rules.

objectives. inually improve iy of the food safety Providing the

‘management system by regular audit, review and proactive actions. Providing the resources necessary for the food safe!v team to effectively implement a Food
Safety HACCP plan.

Scope Carrying out regular Management Reviews.

coee ctive Action, Action and Continuous

The scope of the food Safety includes all and Improvement Plans.

, activities conducted on site. C ughout the food chain
li& including any relevant food safety information.
The scope is aligned with the polici f the site tofully

Providing the resource to ensure the company is kept up to date with all industry codes of
practice, legislative, scientific and technical products in the
countries of raw material supply, produmon and product sales.

meet customer, regulatory and statutory requirements.

] Procedure
it References
The Senior Management has a total commitment to food safety, observing all legal, moral and ethical
codes and this is the concer of every employee. Food Safety Policy
Food Safety Objectives
] Senior and by: Food Safety Culture
Senior Management Review
Establishing and implementing a Food Safety Policy. Management Review Minutes

Communicating and Maintaining the Food Safety Policy.
Esllbllshlnl and implementing Food Safety Objectives.
and

y Obje
Leadi y the site
Vi

Conducting regular pro-active
s :

y, quality

and service
Supporti peration of the Food Safety

systems.
Ensuring the v is mair h d

implemented.

] - Establishing

™ updating of the food safety d
1 throughout the organization.

Providing the human and financial resources, and training, to manage the Policies and Objectives

and

effectively.

1 . e dwork - e
o effectively.
1 Promoti thic of continuous throughout
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] Food Safety Policy
i The y's food safety pol ide od d f the high 1
] company’s safety policy is to provide competitive products and services of the highest Y d t
7 dards of per and By g this goal, the company will consistently satisfy the ou Can e l
- mutually agreed needs and of its achieve success and ensure that our

products are always safe to consume and conform to statutory and regulatory requirements.

the main text

Senior are to impl and and effe food safety &
il quality management system containing food safety policies and procedures that meet legal
requirements, and industry best so refl the of the to s
1 and d h As part of this Senior have d

7 processes to improve the effectiveness of the food safety quality management system including jg
- audit, corrective action, preventive action, root cause analysis and management review.

] The Company recognizes that a successful food safety culture can be achieved only by following safe

4 working p and developed through effective hazard analysis, training and experience.
1 In order to achieve these aims, a robust Hazard Analysis Critical Control Points System (HACCP) has been
introduced based on Codex Alimentarius General Principles for Food Hygiene, General Guidelines for the
il Application of the HACCP System and Application following a full hazard analysis of all food related
operations. All instructions and control mechanisms within HACCP system are designed to control any

. risk to food safety.

i To ensure success of this policy Senior are directly for food safety and quality
by ensuring adequate; organization and support, equipment and facilities, training and education of all

] employees, reviewing and auditing performance, and driving continuous improvement. The senior

| ensure are lable to achieve food safety and quality objectives and
to support the d ! and and ongoing of the food

] safety quality management system. Detailed organizational arrangements and food safety

responsibilities for all levels of management are contained in the food safety and quality manual.

1] Achievement of this policy involves all staff being individually responsible for the quality of their work,
- Iting in a culture and working for all. All | are
] provided with the food safety training necessary to enable them to perform their tasks and are
responsible for ensuring that they do so in a hygienic manner so that the safety of the food they handle

4 is not put at risk. All employees are required to co-operate with any authorized person to ensure that

(o5 customer, statutory and Y are properly ied with.
] This policy is th ghly d throughout the inall I anda
il copy is provided and to each | by the Depa or the Quality Manager.
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The Module contains documents and tools to assist
with creating a Food Safety Culture

D a 0 2 FS 2 Food Safety Culture [Compatibility Mode]
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Food Safety Culture Food Safety Culture
Introduction Food Safety d in particular a copy of the Food
Safety Policy is provided or the Quality
y indiidual . Manager.
attitudes, bel and
proficiency of the food safety ystem. he
- Team briefings
Senior delivering a “/ - Staff reviews
. Daily Management meetings.
Leadership - starting from the top - Feedback mechanisms
Demonstrating visible commitment . Newsletters |
ol y - Notice boards
the top of
Monitoring Food Safety Culture
Developing reward schemes including ‘Employee of the Month’ award
engaged s nd trend
plan ft of y the food
Developing a Food Safety Culture Hygiene & Housekeeping Audits
Internal Audits
A chieved only by e External Audits
In order arobust Non-conforming products
Food Safety Analysis Critical System (HACCP) has been introduced following a full hazard Environmental monitoring
analysis of all food related operations. It )
Employee reviews
Staff surveys on values and culture
policy y by ensuring Customer Complaints
d support, equipment Staff Turmover
reviewing and Staff Exit Interviews
all levels of y
and manual and job descriptions. Results of
policy sp quality of their work, Responsibilities
y their ensuring monthly
the food they e
are required
bligatio Y
potential food safety and are empowered to act within their
scope of work.
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The module also contains a Food Safety Culture -
Expected Behaviors PowerPoint presentation

L
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Senior Management Action

Leadership - starting from the top
D ing visible
Determine & communicate expected

behaviours
Effective ication of company
philosophy and policy on food quality and
safety
Ensuring there is bility from the All personnel are expected to comp
The company recognizes that a successful top of the organisation to the bottom with company policies and procedures
food safety culture is the product of Developil ploy fid and and follow company rules.
individual and group values, attitudes, mutual trust In addition to this all personnel are
competencies and patterns of behavior Developing d sch including expected to positively contribution to a
that determine the commitment to, and ‘Employee of the Month’ award food safety culture and assist in
the style and proficiency of the food safety Ensuring all employees are bl continually improve site performance in
management system. engaged and understand the value of ensuring product compliance with food
All personnel are responsible for ensuring integrity and proactivity safety, authenticity, legality and quality
our products comply with food safety, Developing an action plan for the standards,
authenticity, legality and quality standards. devel and inuing imp
of food safety culture

@ Interpational

@ !Interpational

1
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Food Safety Culture - Expected Behaviors PowerPoint
presentation can be used for staff briefings and to
generate posters for staff notice boards
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The Module contains documents and tools to assist

with establishing Responsibilities and Authority
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Responsibility and Authority

Introduction
The company has and clear levels of and amhomy and
communication for staff within the system. Detailed

and food safety ities for all levels of and are

contained in the food safety manual.
Scope

The scope of the defined responsibility includes all staff, both full time and temporary. Staff
responsibilities include contributing to achieving site objectives and continuous improvement.

Responsibility and Authority
Senior management are responsible for ensuring adequate resources are available to achieve food
safety objectives and support the and ongoing

i improvement of the Food Safety System. Senior are ible for the

processes of improving the f the Food Safety System lishing a food
safety culture and demonstrating continuous improvement. Senior have measures in place to monitor

the their Food Safety ystem measures include are not limited to the
I monitoring of:
= Customer complaints
- Audit results
= Product analysis
- Corrective actions and

Product withdrawal and recall

It is company policy that all personnel able to affect product quality, safety and/or legality are
competent and trained to ensure they can effectively carry out their role. Responsibilities and
authorities of all personnel are communicated to them via induction and role training. Senior
i food safety practices are adopted and
Senior for ensuring all personnel within their departments are
trained to such an extent that they have the required competencies to carry out those functions
affecting products, legality, and safety and are able to meet the requirements of the food safety
M management system.

The site organizational chart shows the company structure with nominated deputies for each

position. The identity of deputies is toall Senior site
management are responsible for ensuring that the integrity and operation of the food safety system
i continues in the event of organizational or personnel changes.
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Responsibility and Authority

All key personnel have agreed and signed job descriptions for their individual roles which include
responsibility and authority.

Senior management are responsible for ensuring site personnel have met the required competencies to
carry out those functions affecting the legality and safety of food products. General Job descriptions
including levels of responsibility and authority are available for all roles on site including the
responsibility for ensuring shift cover and covev In the event of absem:e such that all roles pertaining to
food safety, quality and legality required to sign the
relevant general job description which is held wnh their IMMduaI lralnlng records Responsibility for
reporting issues related to food safety or quality is briefed to all staff and detailed in individual job
descriptions. The job descriptions include details of staff responsibility and authority to initiate and
record corrective actions. Specific responsibilities for key processes are documented within operational
procedures.

It is company policy to have a full-time employee as a Food Safety Team Leader. Senior Management
have appointed the Quality Manager as the Food Safety Team Leader. Minimum qualifications for this
position include being qualified in HACCP having an of relevant food
safety standards and legislation and being capable of implementing and maintaining an Food Safety
Management System relevant to the site's scope of products and activities -

The Food Safety Team Leader retains responsibility and authority for:

Ensuring that Food Safety systems are

and updated.

Taking appropriate action to maintain the integrity of the Food Safety Management System.
Reporting directly to senior management regarding system performance and suitability.

- ng FSMS ion for senior review so that actions for improvement
can be determined.

Ensuring that the Food Safety team are fully qualified and trained.

Ensure the development of the Good Manufacturing Practices and the Food Safety Plans.

- ion of the of customer company.
- Communicating to relevant personnel allinformation essential to ensure the effective
and f the Food Safety tem.

External communication and liaison regarding the management systems.

Ensuring the company is aware and keeps up-to-date with all applicable legislation through
web updates or ions from trads or retail cust
Ensuring the company is aware and keeps up-to-date with all scientific or technical
developments within the industry sector and applicable industry codes of practice.

Ensuring specifications for raw materials, ingredients, packaging materials, in-process
products and finished products meet the standards set by regulation in the country of origin
and the country of intended destination including maximum residue levels, allergen
declarations and in particular, in-country labeling requirements.
Document Reference FS 2.3 Responsibility and Authority
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Responsibility and Authority
Food Authority Communication
The Quality Manager retains responsibility and authority for external communication and liaison with
food authorities and any other organizations that may have an impact on the Food Safety Quality

Management System. Any food safety related requirements are documented by the Quality Manager.

Internal Communication

The Senior Team is for ensuring that processes
are i and regarding the f the quality, food safety
(including any issues) and | systems.
‘Communication processes include:

- Team briefings

- Staff reviews

- Daily Management meetings

- Shift Handover meetings

- Newsletters

- Notice boards
Regular is to keep all aware of company in meeting
policies and objectives. Senior recognize the i of i to relevant

personnel all information essential to ensure the effective implementation and maintenance of the Food
Safety Management System. The following key information is communicated regularly:

Key Performance Indicators

Results of External Audits

Results of Customer visits

Results of Inspections by Regulatory Authorities

Preventive actions

Serious complaints

Product withdrawal

New product launches

Changes in raw materials, ingredients and services

Changes in processes, production systems, packaging, equipment and/or products
Changes in cleaning and disinfection procedures

Customers or customer requirement changes

Changes in production premises, equipment (including location), storage systems,
distribution systems and the surrounding environment

Management Changes and changes in levels of responsibility and authority

Document Reference FS 2.3 Responsibility and Authority
Revision 0 1% September 2024 ( \
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Responsibility and Authority

The following additional key information is communicated promptly to the food safety team so that they
can ensure the information is included in updating the food safety quality management system where
appropriate:

Results of Inspections by Regulatory Authorities and any changes in regulatory requirements
New information regarding Food Safety Hazards and Control Measures

Food Safety Issues and Health Hazards associated with the product

Anything else considered likely to have an impact on food safety

By y with all the company believes that all employees will be able
to contribute to the eﬂecﬂveness of the Food Safety Quality Management System.

Requirement for the Food Safety Team Leader

Senior Management are responsible for ensuring that the nominated Food Safety Team Leader meets
the following requirements:

Is a full-time employee

Is responsible for management of the Food Safety Management System

Has completed a HACCP training course

Is competent to implement and maintain HACCP based food safety plans and food quality plans
Has an of the food safety and the to and
maintain the Food Safety Management System

The Food Safety Team Leader is required to have knowledge of and compliance to all applicable
legislation for all products included within the scope of certification.

Requirement for the Owner, Operator, or Agent in charge of the Facility

§117.310 Signed and Dated Food Safety Plan
The owner, operator, or agent in charge of the facility signs and dates the Preventive Controls food
safety plan when initially drafted and when any modification occurs.

References

Management Review minutes

Site and Departmental Annual Objectives and targets
Appendix 1 Site Management Teams

Appendix 2 Food Safety Responsibilities

Appendix 3 Key Personnel and Nominated Deputies
Appendix Organizational Chart

Appendix Job Descriptions
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The Module contains documents and tools to assist
with establishing Responsibilities and Authority
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o Food Safety and Quality Audit Team
Appendix 1 Site Management Teams
FSQMS Audit Team Name Position Qualification
Senior Te
Job Title Name Role in Team
Chief Executive Officer Chairman
General Manager Deputy Chair
. Operations Reporting Crisis Management/Product Recall Team
Operations Manager Food Defense Team Leader Crisls
) Food Safety Reporting Crisis Name
Quality Manager
Food Safety Team Leader Health and
Planning Manager Planning and Capacity Reporting Fire or Site evacuation Safety
Purchasing Manager Purchasing and Food Authenticity Manager
Team Leader Utility Supply failure M:;:tne:aenrce
Distribution Manager Distribution Reporting Opelat?ons
Maintenance Manager Services and Engineering Provision IT systems failure Manager
Finance Manager Financial Reporting Water Supply Quality
C inatic Manager
Human Resources Manager Resource reporting General
i Safety Ma T Breaches of security Manager
FSMS Team Member Name Position Qualification Distribution Failure D:;:::‘;::"
FSMS Team Leader ' General
FSMS Assistant Leader Extortion or Sabotage Manager
FSMS Team Members Product quality o safety Quality
Manager
Document Reference FS 2.3 Responsibility and Authority Document Reference FS 2.3 Responsibility and Authority
Revision 0 1* September 2024 Revision 0 1* September 2024
Owned by: General Manager Owned by: General Manager
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Check conditions of stock and packaging before loading
Check vehicle for pest i

Compliant of transportation requirements as per food safety
contract
‘Where external logistic is used, check compliance of agreed
procedures

Check CCP are effectively monitored and controlled.
Check set critical limits are effective and valid.
Ensure end products meet food safety objectives
Ensure end products meet legal and customers”
requirements

Follow cleaning and sanitation schedules and methods as
documented
Ensure workplace meets environmental safety requirements
Follow practices as

Ensure bait station plan is engaged
Recording on pest activity and rodent checklist is complete
Review to analyze ion trending

Follow standard induction training programs for new

employees

'On-going provision of education and training programs to all
food handlers in food safety practices.
Hygiene — Code of Hygiene Practices awareness
Information update on food safety issues

Appendix 2 Examples of Food Safety Responsibilities
Transportation Togistic
Responsible executive
Process P 5 Activity
Purchases Purchasing Purchase ingredients from approved and certified sources
Manager Ensure purchase orders comply with applicable specifications Product/process aaac
Food Team Leader validation
Quality Ensure adequate information on supply application form
Manager Ensure suppliers adhere to supply handling practices
Perform suppliers audit or review supply status where
necessary Cleaning and Production
Receningand QAJQC & Store | Compare Purchase Order and Delivery Note or check Sanitation Z‘;’:;‘:‘;‘: &
warehousing Executives contracts as per Suppliers Specifications criteria (if
applicable)
Check recelving temperature, pest infestations, quality, Pest Control Internal pest
packing conditions and truck hygiene. ::c""‘::"
Observe unloading practices
Handle incoming goods as per documented procedures Educftlon and HR Manager, QC
Ensure Good Storage Practices and FIFO rotation principles Training Exacutiva,
Preparation of QA/ac, Follow safe food preparation and handling practices Production
Check envil hygiene and safety Manager
Manager & Check process and Production
Production Check water quality and safety Supervisor &
Executive Check raw materials identification and traceability Operators
Production ac/ac, Maintain product recipes and characteristics
Production Do not modify recipes prior to approval from top
Manager, management
Supervisor & Follow safe food handling practices
Operators Ensure Good Manufacturing Practices are adhered to
Follow cleaning and sanitation standards and procedures
Follow the handling standards of raw and processed foods
Holding and Filling of | Production Follow safe food holding procedures
Processed Food Supervisor & Hold foods outside the range of danger zone
Operators Follow safe food filling procedures into primary packaging
Capping, codingand | Production Follow safe capping procedures
packing Supervisor & Ensure food in primary packaging are hygienically located
Operators Ensure coding for traceability is performed to procedures
Follow secondary packaging to protect products
Store and product Store Manager, | Ensure Good Storage Practices
release Store Executives | Follow FIFO stock rotation principles
and QA/QC Check correctness of DO prior to stock release

Document Reference FS 2.3 Responsibility and Authority
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The Module includes an Organizational Chart Template

and Example Job Descriptions

o0 @ PowerPoint Slide Show - [FS 2.3.1 Organizational Chart (Read-Only)]
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General Manager
HR Manager
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a Management Review Procedure and Record

References Mailings Review View
4

Management Review

Introduction
The company has d and a review system for the site.
Regular reviews are conducted in order to assess the and eff of the Food
Safety Management System with the aim of improve site at meeting

and exceed
Scope

The scope of the Management Review includes all activities conducted on site and products handled on
site.

Procedure

Senior management review the entire food safety annually to

ensure its and eff

system, ata

The review includes opportunity for imp the need for di
the effectiveness of the food safety management system including Food Safety Plan (s).

to the systems,

The review meeting is chaired by the Chief Executive and includes Senior Management from Technical,
O Planning, and Quality

Review inputs include:

Review of the Food Safety Policy

Review of the Food Safety Objectives

Review of Management Changes

Minutes and Follow-up actions from previous management review meeting
Review of changes to food safety system including policies,
procedures, specifications, food safety plan(s)

Hazard and risk management system review

Food Safety Culture performance review

Results and Outstanding Non-conformances from internal and external audits
Review and trend analysis of Customer and Supplier complaints

Analysis of the results of validation and verification activities

Key Performance Indicators Review

Emergencies and Accidents

Process and product conformity

Corrective and preventive action status

References Mailings Review View

Management Review Record

Review Meeting - Date xx-month YEAR

Meeting Objective

To review and assess the effectiveness of the Food Safety Quality Management System and to
formulate action plans for improvement.

Attendees

Chief Executive Officer - Chairman
General Manager — Deputy Chair
Operations Manager

Engineering Manager

Supply Chain Manager
Distribution Manager

Quality Manager

3 FS 2.4R Management Review Record [Compatibility Mode] Q-

Review Inputs

Performance, Review Corrective or Preventative
C & Details Action

Review of the Food Safety Policy

Review of the Food Safety - -
Objectives

Review of Management Changes

Minutes and Follow-up actions - -
from previous management review
meeting

Review of changes to food safety | - -
management system
documentation including policies,
procedures, specifications, food
safety plan(s)

Hazard and risk management - -
system review

Food Safety Culture performance
review

Results and Outstanding Non- - -
conformances from internal and
external audits

Document Reference FSR 2.1.2 Management Review Record
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Management Review

- Food Safety incidents including allergen control and labelling non-conformances, recalls,
withdrawals, safety or legal issues

- Review of changes to legislation and food safety related scientific information

Review of Resources and effectiveness of Training

- Recommended Improvements

Customer feedback and Sales levels are reviewed to give an indication of trends

Review Input may include:

- Environmental performance and incidents
- Health and Safety performance and accidents

Review outputs include:

Revisions of the Food Safety Policy and Objectives

- Corrective and Preventative Actions identified as a result of the review

- Actions for in food safety system

- Decisions and actions related to the assurance of food safety

- Opportunities for improvement
Change or of di systems or p

- Supply of resource needed for further improvements.

The results of the Review ings are in the minutes of the meeting and
include a summary of all review outputs. All reviews and major changes to the food safety management
system are recorded by the Quality Manager, including the reasons for any changes and the actions
taken as a result of changes or reviews.

Additional review activities to ensure compliance with objectives include:

- Management meeting (daily) to review recent -performance and issues arising by exception
- Key Performance Indicator Reviews (monthly) to review previous month’s performance.
- HACCP verification reviews

The Quality Manager updates site management on a monthly basis on matters impacting the
implementation and maintenance of the food safety management system. Updates and management
responses are documented.

&+ Share v

)

| ste " ‘ Ip!
—— - Management Review Record
Review and trend analysis of - -
Customer and Supplier complaints
Analysis of the results of validation | - -

and verification activities

Key Performance Indicators Review

Emergencies and Accidents

Process and product conformity

Corrective and preventive action | - -
status

Food Safety incidents including - -
allergen control and labelling non-
conformances, recalls,
withdrawals, safety or legal issues

Review of changes to legislation | - -
and food safety related scientific

Review of Resources and - -
effectiveness of Training

Recommended Improvements

Customer feedback and Sales - -
levels are reviewed to give an
indication of trends

Review Outputs

Per Review Corrective or Preventative
C & Details Actions Raised

Revisions of the Food Safety Policy | - -
and Objectives

Corrective and Preventative - -
Actions identified as a result of the
review

Actions for Improvement in food | - .
safety management system

Decisions and actions relatedto | = -
the assurance of food safety

Document Reference FSR 2.1.2 Management Review Record
Revision 0 1% September 2024

Owned by: General Manager
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The Module includes an Complaint Management
Template, a Complaints Analyzer & Instructions and
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Complaint Management
Introduction
The company has established methods to capture, record and manage customer complaints.

Scope

The scope of this procedure includes t and arising from products
manufactured or handled on site and co- mamﬂacmred products (where applicable).

B FS 2.5 Complaint Management [Compatibility Mode]
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Complaint Management
5. Where found.

6. Details of any action taken by complainant.

The must be passed to the Customer Services Manager who assesses if the
‘complaint is Critical or Non-Critical. Critical Complaints are immediately referred to the Quality Manager
or in his nominated deputy who will complete a Product Incident Log. An accumulation of an unusual
number of Non-Critical Complaints within a short time period will also be referred to the Quality

Manager.
] Procedure

Critical or Serious complaints such as a claim of alleged injury or serious product defect are notified to
the Quality Manager who willinstigate an immediate investigation which may involve a product recall
(Refer to Product Recall Procedure).

] The handling of customer into itical and critical. Non-Critical Quality
‘complaints from customers are directed to the Customer Services Manager who co-ordinates the
customer response with the Quality Manager.

] Customer Complaints are recorded on a Complaint Investigation Form and any follow up is recorded as
- Critical or Serious complaints such as a claim of alleged injury or poisc'::lng are Immedlalely notified to per the Corrective action procedure.

the Quality Manager who will instigate an
management and product recall.

The process of applying corrective action is as follows:

] Critical Complaint - An unsafe product with an aspect of the product that will result in injury or illness to
S the customer. This includes metal or glass in the product, contamination with dangerous chemicals and
] contamination with food poisoning bacteria.

[

There is an initial review of non-conformance to determine the root cause.

The Department Manager conducts the initial review and determines the root cause and
corrective action required to eliminate or reduce the cause of the non-conformance and prevent
arecurrence.

The Department Manager issues a Corrective Action Request form which details the non-
conformance and defines the actions required.

The corrective action is completed by the relevant personnel and the Corrective Action Request
form is returned with the action taken recorded in detail on the form.

~

] Non-Critical Complaint - A Quality Defect is defined as any attribute that is not to the specification of the
customer and includes such things as poor packaging, labelling or date coding.

w

»

Information may come from many sources including, an individual consumer, an enforcement agency or
retailer. The most important first action is to ensure as much information is gathered as accurately as

bl 5. The Department Manager confirms that the corrective action has been taken and eliminated the
] possible. non-conformance then signs off the Corrective Action request form and passes it on to the
™~ Receipt of External Information Quality Manager.

o

The Quality Manager reviews effectiveness of the actions taken in eliminating or reducing the
cause of the non-conformance and either signs off the corrective action or raises a further

Wherever the initial communication comes from, the following questions must be asked by the recipient Corrective Action Request with the Department Manager.

to ascertain:
w0 . Al are and Root Cause Analysis and Corrective Action
. 1. Productname, including pack size. Request Forms are held on file by the Quality Manager for a period not less than 3 years.
] 2 Batch date code and date.

Customer complaints are analyzed by product and type to identify complaint trends. The annual

] 3. Name of person reporting fault - position, organization, telephone number, address. :z';:’::;’z;’::::;’:":‘“ faniger tern trend anstys(s. Compla(nt KFis an trends are reviewed at

] 4. Natureof fault.
Document Reference FS 2.5 Complaint Management
Revision 0 17 September 2024
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- Product 1
8 T f_ Produ v | have been involved in many projects to improve product quality and
G W £ reduce food complaint levels. One of the best tools for indicating where
action for improvement needs to be applied is by analyzing your
complaint data appropriately.
Whilst you can identify faults in your factory your customers are your
Category Type 100% inspection service so respect their feedback. Whilst all of your
Suspected bacterial food poisoning customers will not complain when they find a problem so you will not
Suspected toxin food poisoning capture all of your product faults you will however identify trends.
liness Suspected chemical food poisoning The first step is to collate all of your complaint data. Your data should
Suspected allergic reaction then be categorized by product type, complaint type and size. Analyzing
Other complaints by numbers alone will not give you a real picture of your
Leaking performance. What you need to know is the proportion of complaints you
Packaging faults Poor seal are getting for each product. By far the most practical way of doing this
Tamper evident tab is by using the sales volumes to calculate the proportion of complaints
olmer you get for each product. Some people use weight or volume such as
s:: I complaints per ton or 1000 Liters. My preference is to use complaints
Metal per million units.
:::: So, you analyze your complaint data product type, complaint type and
Foreign body Stone size per million units. From this data, you can easily spot the worst
Bone performing product lines.
Hair
Cardboard You should then analyze the results for the worst performing products:
P
o:::: Are they all the same size?
No date code
5 - K Are they produced on the same filling machine/production line?
4 > Products 3D Graph Year Complaints per Million Year Total Complaints Year CPMU by +
Ready m — ——  +  100% Is it the same type of complaint?
The answers to these questions will generate your corrective action
plans. If products with the highest complaint levels are all the same size
it could be a particular problem with that size of packaging. If it is all the
same type of complaint then why are some product lines worse than
others?
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The Senior Management Commitment Module includes
a Product Recall Procedure and a Crisis Management

Planning Procedure
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Product Withdrawal and Recall

Introduction

The company has and a Product and Recall
Procedure in order to ensure products found to have major defects are withdrawn or recalled from the
market (as appropriate) in an efficient manner to minimize the risk to the consumer.

Scope

The scope of the Product Recall Procedure includes all products manufactured on site and activities
conducted on site.

Procedure

This procedure details the action that should be taken if for any reason a defective product reaches a
customer. The action taken would depend upon the nature of the defect. A customer is defined as
anyone who receives any product that is sold by the company.

Should non-conforming product be delivered to a customer causing a potential product recall then this
is reported immediately to Quality Manager. The Quality Manager assesses the situation and may
choose to contact the customer for a concession or if the non-conformity relates to a food safety hazard
outside of acceptable limits instigate the Initial Procedure of a Product Withdrawal/Recall.

The handling of customer is ized into itical and critical. Non-Critical Quality
complaints from customers are directed to the Customer Services Manager who co-ordinates the
‘customer response with the Quality Manager.

Critical or Serious complaints such as a claim of alleged injury or food poisoning are notified to the
Quality Manager who will instigate an which may invol and product
recall

Critical Complaint - An unsafe product with an aspect of the product that will result in injury or illness to
the customer. This includes metal or glass in the product, with
undeclared allergens, the presence of food poisoning bacteria or their toxins.

chemicals,

Non-Critical Complaint - A Quality Defect is defined as any attribute that is not to the specification of the
ccustomer and includes such things as poor packaging, labelling or date coding, or any product that will
spoil before the Best Before date on the pack.

Information may come from many sources including, an individual an agency or
retailer. The most important first action is to ensure as much information is gathered as accurately as
possible.

Document Reference FS 2.6 Product Withdrawal and Recall
Revision 0 1% September 2024
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Receipt of External Information

Wherever the initial communication comes from, the following questions must be asked by the recipient
to ascertain:

1 Product name, including pack size.

2. Batch number, production date, dispatch date and Best Before or Use-by date.

3. Name of person reporting fault - position, organization, telephone number, address.

4. Nature of fault.

5. Where found.

6. Details of any action taken by complainant.
The must be passed to the Customer Services Manager who assesses if the
complaint is Critical or Non-Critical. Critical Complaints are immediately referred to the Quality Manager
or in his nominated deputy who will complete a Product Incident Log. An accumulation of an unusual

number of Non-Critical Complaints within a short time period will also be referred to the Quality
Manager.

Initial Procedure

1. The Quality Manager will discuss the matter immediately with the General Manager. No
decisions are to be taken by anyone until the Quality Manager and the General Manager have
been informed (or nominated deputies if they are absent).

~

. The problem will be defined, including verification of the product defect and the extent of
product affected.

w

. If a potential recall is likely, the Quality Manager and the General Manager will assemble the
product recall team and classify the nature of the recall.

4. Aproduct recall can only be approved by the General Manager and in his absence his nominated
deputy.

5. The Product Recall Team will comprise: -

Document Reference FS 2.6 Product Withdrawal and Recall
Revision 0 17 September 2024
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] Crisis Management Planning Crisis Management Planning
- Introduction ‘The Crisis Management Team will include the following:
5 The company has and Procedure for the General Manager
site, which is maintained in order to deal with emergencies which do not normally occur and are not Quality Manager
covered by other food safety management system procedures. Operations Manager
o] Health and Safety Manager
Crisis Management Plans Maintenance Manager
Crisis plans are based on the of known potential dangers (*See All members must delegate a deputy to cover sickness, holidays and other absences.
appendix) that can impact the site's ability to deliver safe food, by senior management outlining the
Fa methods the site is to implement to cope with such a business crisis. Crisis Situations and First Point of Contact
In real crisis situations, a member of the Crisis Management Team must be contacted. The person The following Crisis Team members have been trained in Crisis Management and are the nominated first
contacted will urgently contact and assemble the other members of the Crisis Management Team. The point of contact for the crisis situations described:
] Crisis Team will act quickly to assess the situation and formulate an action plan which is communicated
il to the site management. All relevant aspects of product safety, health and safety, financial effects and Crisis Management Team
company image must be prior to All crisis and action resulting Crisis
from crisis situations must be recorded. Crisis Name Contact Details
] If a call alleging or threatening extortion is received the person dealing with it should attempt to transfer Fire or Site evacuation Safety Manager
] the call to a member of the Crisis Management Team if at all possible. See appendix 2 Instructions to oo Maintenance
Personnel ing. Manager
) . y ; Maintenance
] The Crisis Team member contacted above will urgently contact the other members of the Crisis Utility Supply Failure Manager
] Management Team and the police through the local police station. MAI
o Storm Damage aimenance
Product Quality and Safety - Issues relating to product quality and safety are covered by the Product B
Recall Procedure. T Systems Failure Operations
I " Manager
] Crisis Management Team Water Supply Contamination Quality Manager
i Breaches of security General Manager
] The Crisis Management Team are responsible for managing crisis incidents to ensure the health and
safety of staff and public and to limit negative financial effects and negative public image. They are in Distribution Failure Biskibetion
1 place to deal with real emergencies and all day to day issues are dealt with by the site management Manager
N— Extortion or Sabotage General Manager
. Members of the Crisis Management Team are trained i the use of communication systems including Hazardous Chemicals Quality Manager
telecommunications, fax and e-mail. A directory of contact details for key personnel is held in reception
and the Crisis Management Team for use in crisis situations. Customers will be contacted if appropriate
- according to specific customer requirements. In all cases if the first point of contact cannot be contacted another member of the Crisis Management
il Team must be contacted.
Document Reference FS 2.7 Crisis Management Planning Document Reference FS 2.7 Crisis Management Planning
] Revision 0 1% September 2024 ﬁ, Revision 0 1% September 2024
o] Owned by: General Manager o Owned by: General Manager
i Authorized by: Chief Executive Authorized by: Chief Executive
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The Senior Management Commitment Module includes

a Training Procedure and Record
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Training Training
o Introduction The Senior Management team identify the skills and competences required for personnel who can affect
food safety and provide the appropriate education and/or training. Personnel responsible for
The company has established, implemented maintains and updates a Food Safety Quality Management monitoring food safety processes are trained in monitoring techniques and the corrective action to be
System for the site. A requirement of this system is the review and provision of human resources and taken when results are outside critical limits and there is a loss of control. Documented supervisory
training. In the process of establishing the Food Safety Quality Management System the Senior procedures are in place for all critical control point monitoring.

Management team has established and provided the resources required.
Records of all training are maintained, including those of induction, on-the-job, refresher and external
Scope training. Training schedules and records are located in the relevant departments, where the following
- records are available:
The scope for the provision of human resources includes all products manufactured on site and activities
conducted on site. The company ensures that all employees carrying out work that can affect product
safety are adequately qualified, trained, instructed and supervised commensurate with their activity and
are demonstrably competent to carry out their tasks.

Training register
Operator training review

Training matrix

Department training matrix

Individual Training records including:

Description of training

Skills description

Name of trainee

Confirmation of training

Date and duration of training

Trainer details

Verification that the trainer has assessed the trainee and found them to be

Procedure

Senior management team identify and provide the human resources and training needed to maintain
the food safety quality systems, meet site policies and objectives, and to meet customer requirements.
Careful consideration is given to the amount of competent trained personnel required whilst also
ensuring there are also adequate infrastructure and a suitable work environment. Resource to identify
staff competence levels required, provision of training, periodic evaluation of its effectiveness and staff
awareness training is provided.

It is company policy that all personnel, including temporary staff, affecting conformity to product

i requirements shall be competent on the basis of appropriate education and training, and/or where Reviewing and auditing the implementation and effectiveness of the training and the
applicable, on the basis of skills and i d ised. A training program and competency of the trainer with a view to taking action to improve the training.
adequate supervision is put in place for all new personnel until they have been assessed as competent.

competent
Identifying the competencies needed for specific roles

Specific training schedules and records are applied for staff whose roles include:

Basic elements of employee training will ily include hygiene i and of the
e relevance and f their activities in maintaining quality objectives and ing to food - and applying good ing practices.

safety. Personnel are also made aware of the important contribution of effective internal and external Applying legal, regulatory and statutory requirements.

‘communication. Involvement in critical steps identified by the Hazard analysis.
Carrying out instructions ensuring effective operation of the food safety plan
Task that could affect food safety.

More specifically the Food Safety Team and personnel that can affect food safety are required to be

S competent and have the appropriate level of education, training skills and experience. Specific training - Involvement in tasks necessary to meet customer requirements.
of personnel whose activities have an impact on food safety such as monitoring critical control points is - in the effective i of the food safety management system and
compulsory as are tasks identified as critical to meeting the effective implementation and maintenance influencing process efficiency

of the SQF System. Documented work instructions are available for all tasks critical to ensuring the
products meet customer specifications and maintaining food safety, quality and process efficiency.

Authorizing product release

e HACCP training is provided for all members of the Food Safety team who are involved in developing and The department training matrix is an essential tool in assessing the resource available in the
maintaining food safety plans. department, any further training needs of the department and for programming refresher training.
Document Reference FS 2.8 Training Document Reference FS 2.8 Training
Revision 0 1% September 2024 Revision 0 1% September 2024
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Training Record

Name: Employee Number:
Company Start Date: Position:
Prior Qualification(s), Skills & Experi
Period Training Dates of Signed
3 Details of Internal Training or External Training Course Training | (Trainee)

Weeks1-4 Induction

Food Safety & Quality Policy Briefing
Food Safety & Quality Objectives
Health and Safety Procedure

Record: ing and control
Envir and Waste N

Packing Procedure

Weeks 5-13 | Operating Procedure

Coding Procedure

Labelling Procedure

Document Reference FS 2.8.3 Training Record
Revision 0 8" August 2024

Owned by: Operations Manager

Authorised by: General Manager
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Fruit Yogurt Production Fruit Yogurt Production Fruit Yogurt Production
Responsibility: Filling Operator/Supervisor 13 Transfer the bags from the fruit bath with RO Water to the empty fruit bath and Sanitising the Fruit Dosing System
allow to drain. e ) _
Pre-production checks 10 Cherkallbogs to ensure nonearespi. L Connect the CI deliverylneto the fuit hoper ds
1. Make sure CIP and manual cleaning has been completed. 15. DO NOT USE any split or damaged bags, put them to one side in their original boxes 2. SetthePCM fruit dosing system to CIP setting
. 3. Start the CIP Sterilent rinse
2. Ensure that hot sanitation has been completed. and report them to your supervisor. A
- B 4. Ensure the rinse follows a full cycle.
3. Ensure that the product is ready in Yogurt Tank. 16, Disinfect your hands and the scissors with alcohol spray. h .
4. Check that there are 2 clean fruit baths. 17, Place the bag over the fruit hopper and carefully cut the bag so the fruit empties 5. Oncefinished remove the CIP Connection and check that the hoppers are clean.
h 6. Forthe next fruit follow Setting Up Production from Step 2.
5. Check to make sure you have clean scissors. into the hopper.
6. Checktoensure you have Alcohol spray for hand and scissor disinfection. 18.  Take care to retain the cut part of the bag and place in a waste bin.
7. Checkto ensure you have P3 — Incidin for fruit bag disinfection. 19, Squeeze the bag to ensure you remove as much fruit as possible from the bag. pallet of Fuit Bag in Box on lastic Pallet
nesn. o ° g
8. Check to ensure you have a measuring cylinder for measuring out the P3 —Incidin 20.  Putthe empty fruit bag in a waste bin.
S, Checktoensure that you have a clean waste bin and bin bag. 21 Repeat 16. - 20. Until to il the required fruit into each hopper.
22, Each time you add a bag check the fruit to ensure it looks like the correct fruit. |
Setting Up Production 23 Ifthe fruit looks wrong then stop and report this to your supervisor immediately.
1 Connect the fruit hoppers to the PCM Dosing System. 24. DO NOT OVERFILL the fruit hoppers.
2. Checkyou have the correct fruit for production. 25, Prime the fruitline and then prime _
3. Record the amount of fruit to be disinfected and the batch number. 26, Change the dosing setting to 30% for 15% dosed fruit yoghurt.
o Filla fruit bath half full with RO Water. 27 Prime the fruited yoghurt to the filling heads.
s ‘Add 120ml of P3 - Incidin and mix. 28.  Continue to fill the hopper with fruit as required as per 16. - 20. Until the end of
6. Deboxthe fruit bags and place carefully into the fruit bath up to a maximurm of 20 the production run. ) _
bags, Save the boxes until production has finished in case you need to refer back to 29, Take care to monitor the fruit closely towards the end of the production run to
them. minimise the amount of fruit left in the hopper.
7. Ensure all the bags are immersed. Purging the Fruit Hopper
8. Leave the bags to soak for 30 minutes.
S, Filla 2 fruit bath full of RO Water. 1 Fillaclean white tub full with RO Water
0. Transfer the bags from the fruit bath with P3 - Incidin solution to the fruit bath 2. AddRO water to the fruit hopper.
with RO water. 3. Continue production unti the fruit has been purged to the fruit sight glass.
11, Ensure the bags are fully immersed and leave to soak for 5 minutes. a. Stop and change the PCM pump dosing to 100%.
12 Empty the bath with P3- Inidin solution and rinse. 5. Flush the fruit hoper and fruit lines through thoroughly with RO Water to ensure
fruit residues are removed.
Document Reference SOP — Fruit Preparation and Dosing YOG 0101 Document Reference SOP — Frult Preparation and Dosing YOG 0101 A Document Reference SOP  Fruit Preparation and Dosing YOG 0101
Revision 0. 1st August 2024 Revision 0 15t August 2024 ( Revision 0. 1st August 2024
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Details of Fruit and Batch Code

Fruit Bath

RO Water Supply

g RO Water into Fruit Bath

Al

Scissors for Cutting Fruit Bags Open

E95 X Vv i

ment Training Matrix 8th

Training Required
Training Not Required

7 cedural Training
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International

Food Safety & Quality Network

Technical Support

Free Online Technical Support

One of the unique features of our packages is that we
provide technical support.

This package includes online technical support and
expertise to answer your questions and assist you in using
the module to develop your Senior Management
Procedures.

Click here to order the Senior Management
Commitment for Food Operations




