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The IFSQN SQF Fundamentals Food Safety Management System
Implementation Package is ideal for organizations looking to meet the
meet the requirements of The SQF Fundamentals for Manufacturing

which is a stepping stone to full SQF certification for small to medium
sites and meets the GFSI Global Markets Program.

The IFSQN SQF Fundamentals Food Safety Management System
Implementation Package includes:

v' Food Safety Management System Procedures - A comprehensive
set of editable Food Safety Management System Procedures
written in Microsoft Word (US English) format

v' Good Manufacturing Practice Template Procedures - A
comprehensive set of editable Good Manufacturing Practice
Templates written in Microsoft Word (US English) format

v' Food Safety Record Templates - A wide range of easy to use
Record Templates written in Microsoft Word (US English) format

v

Implementation Assistance - A range of tools including instructions,
training presentations, guidance and technical support

This package has been written in accordance with the latest edition of
CODEX Recommended International Code of Practice General Principles of
Food Hygiene HACCP System and Guidelines for its Application which
includes a New Decision Tree.
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Food Safety Management System Templates

The IFSQN SQF Fundamentals Food Safety Management System
Package contains comprehensive top level Food Safety Management
System procedures templates in Microsoft Word format that form the
foundations of your Food Safety Management System so you don't have
to spend 1,000's of hours writing compliant procedures.

M E wv: 3 8 5 A FS221. Q- searchinDocumer ©-

Home Insert Design Layout References Mailings Review » ot Share

Food Safety Management System
Introduction

The company has planned, established, documented and implemented a food safety management
system for the site, in order to continually improve its effectiveness in accordance with legislation,
international standards and best industry practice.

Scope

The scope of the Food Safety Management System covers the whole site including all product
categories, processes and activities conducted on site. These requirements are aligned with the policies
and objectives of the site and include those of SQF Fundamentals. Should the company be required to
outsource any process that may affect product conformity to the defined standards of the Food Safety
Management System then the site will assume control over this process. This is fully defined in all Sub-
Contract Agreements.

Due diligence

The Food Safety Manual demonstrates due diligence of the company in the effective development and
implementation of the food safety management system. These documents are fully supported by the
completion of the records specified in this manual for the monitoring of planned activities, maintenance
and verification of control measures and by taking effective actions when non-conformity is
encountered.

Food Safety

The company is committed to supplying safe products for consumption. As part of this commitment, all
products and processes used in the manufacture and handling of food products are subject to food
safety hazard analysis based on CODEX Recommended International Code of Practice General Principles
of Food Hygiene - HAZARD ANALYSIS AND CRITICAL CONTROL POINT (HACCP) SYSTEM AND GUIDELINES
FOR ITS APPLICATION. All food safety hazards, that may reasonably be expected to occur, are identified
by this process and are then fully evaluated and controlled so that our products do not represent a
direct or indirect risk to the consumer. New information regarding food safety hazards is continually
reviewed by the Food Safety Team to ensure that the Food Safety Management System is continually
updated and complies with the latest food safety requirements.

Communication

The company has established and documented clear levels of communication for suppliers, contractors,
customers, food authorities and staff within the food safety quality management system.

Document Reference FS 2.2.1 Food Safety Management System —
Revision 0 1% August 2024
Owned by: SQF System Manager [ )
Authorized By: Chief Executive /
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Food Safety Management System Templates Included in the Package

Name - Date Modified Size Kind
@ A SQF Fundamentals Document List.docx 28 August 2024 at 12:09 96 KB Microso...[.doex)
@ FS 2.1 Management Commitment.docx 7 August 2024 at 10:40 30 KB Microso...[.docx)
@ FS 2.1.1 Food Safety Policy.docx & August 2024 at 12:52 27 KB Micr (.docx)
@ FS 2.1.1A Appendix Food Safety Objectives.docx 6 August 2024 at 12:55 27 KB Microso...[.docx)
@ FS 2.1.2 Management Responsibility.docx 7 August 2024 at 10:42 43 KB Microso...[.docx)
@ FS 2.1.2A Appendix Organizational Chart.xlsx 7 August 2024 at 10:45 1.3MB Microso..k [.xlsx)
@ FS 2.1.2B Appendix Job Descriptions.docx 7 August 2024 at 10:54 42 KB Microso...[.docx)
@ FS 2.1.3 Management Review.doex 8 August 2024 at 11:06 32 KB Microso...[.docx)
@ FS 2.1.3R Management Review Record.docx & August 2024 at 11:06 29 KB Microso..[.docx)
@ FS 2.1.4 Complaint Management.docx 8 August 2024 at 11:05 31 KB Microso..[.docx)
@ FS 2.1.4 Note - How to reduce your Complaint levels.docx & August 2024 at 10:46 14 KB Microso...[.
@7 FS 2.1.4A Annual Complaints Analyzer.xlsx 8 August 2024 at 10:47 170 KB  Microso..k [.xIsx)
= FS5 2.1.4B Annual Complaints Analyzer InstructionS.pdf & August 2024 at 10:52 3.5MB PDF Document
@ FS 2.2.1 Food Safety Management System.docx 28 August 2024 at 11:52 54 KB Micros .docx)
@ FS 2.2.2 Document Control.docx 10 August 2024 at 12:49 32 KB Microso...[.docx)
@ FS 2.2.3 Record Control.docx 10 August 2024 at 12:42 32 KB Microso...[.docx)
» [ FS 2.3 Sample Specifications 31 August 2024 at 12:23 -- Folder
@ FS 2.3.2 Raw Material Specifications.docx 10 August 2024 at 12:47 35 KB Microso...[.docx)
@ F5 2.3.2A Material Acceptance Record.xlsx 28 October 2020 at 12:21 20 KB Microso..k [.xlsx)
@ FS 2.3.5 Finished Product Specifications.docx 10 August 2024 at 12:50 28 KB (.docx)
@ FS 2.4.1 Food Legislation Compliance.docx 16 August 2024 at 10:37 30KB «.[.docx)
@ FS 2.4.2 Good Manufacturing Practices.docx 23 August 2024 at 10:50 294 KB Microso...[.docx)
@ FS 2.4.3 Food Safety Plans.docx 16 August 2024 at 10:44 714 KB Microso...[.docx)
» [ FS 2.4.3A Additional HACCP Tools 1September 2024 at 11:35 --  Folder
@ FS 2.4.4 Approved Supplier Program.docx 16 August 2024 at 11:10 660 KB Microso...[.docx)
@ FS 2.4.4A Supplier & Material Risk Assessment.xlsx 16 August 2024 at 11:07 33KB .k [xlsx)
@ FS 2.4.4B Supplier Assessment Form.docx 16 August 2024 at 10:50 137 KB ..[.doex)
@ FS 2.4.5 Control of Non-Conforming Product or Equipment.docx 16 August 2024 at 11:20 33KB .docx)
@ FS 2.4.5A Product Hold Label.docx 16 August 2024 at 11:21 16 KB (.docx)
@ FS 2.4.6 Product Rework.docx 16 August 2024 at 11:22 27 KB Microso...[.docx)
@ FS 2.4.7 Product Release.docx 16 August 2024 at 11:25 32 KB Micr (.docx)
@ FS 2.4.8 Environmental Menitoring.docx 16 August 2024 at 11:26 29 KB Microso...[.docx)
= FS 2.4.8A Appendix Environmental Monitoring. pptx 16 August 2024 at 11:28 439 KB PowerP..n (.pptx)
@ FS 2.5.1 Validation and Effectiveness.docx 16 August 2024 at 11:36 32 KB Microso...[.docx)
@ FS 2.5.2 Verification Activities.docx 16 August 2024 at 11:37 29 KB Microso..[.docx)
@ FS 2.5.3 Corrective Action and Preventative Action.docx 16 August 2024 at 11:41 35 KB Microso...[.docx)
@ FS 2.5.3A Root Cause Analysis.docx 16 August 2024 at 11:40 132 KB Micr {.docx)
@ FS 2.5.3B Corrective Action Request 16 August 2024 at 11:40 104 KB Microso...[.docx)
@ FS 2.5.3C Preventative Action Request 16 August 2024 at 11:40 106 KB Microso...[.docx)
@ FS 2.5.4 Product Sampling, Inspection and Analysis.docx 16 August 2024 at 11:55 32 KB Microso...[.docx)
> [ FS 2.5.4B Product Sampling Supplementary Documents 18 August 2024 at 10:54 -- Folder
@ FS 2.5.5 Internal Audits and Inspections.docx 18 August 2024 at 11:03 1.5 MB Microso....docx)
@° FS 2.6.5A Audit and Inspection Schedule.xlsx 1September 2024 at 12:36 20KB Microso..k [ .xIsx)
@ FS 2.6.1 Product Identification.doex 18 August 2024 at 12:19 29 KB Microso...[.docx)
@ FS 2.6.2 Product Trace.docx 18 August 2024 at 12:19 33 KB Microso.
= FS 2.6.2A Traceability System Diagram._pptx 18 August 2024 at 12:20 50 KB PowerP..n (.pptx)
@ FS 2.6.2B Batch Identification System.docx 18 August 2024 at 12:22 27 KB (.docx)
@ FS 2.6.2C Label Retention and Check.docx 18 August 2024 at12:24 3.3MB .docx)
@ FS 2.6.3 Product Withdrawal and Recall.docx 18 August 2024 at 12:27 41 KB {.docx)
@ FS 2.6.3A Recall Template.docx 18 August 2024 at 12:27 26 KB (.doex)
@ FS 2.7.1 Food Defense Plan.docx 18 August 2024 at 12:29 865 KB .docx)
@7 FS 2.7.1A Food Defense Threat Assessment.xlsx 18 August 2024 at 12:30 37 KB 50..k [.xI5x%)
@ FS 2.8.1 Allergen Management.docx 18 August 2024 at 13:24 2 MB ({.dacx)
@ FS 2.8.1A Allergen Management Tool.xlsx 18 August 2024 at 12:54 94 KB K [XIsx)
@ FS 2.8.1B Allergen Clean Validation.docx 18 August 2024 at 13:20 32 KB Microso...[.docx)
@ FS 2.8.1C Allergen Clean Verification.doex 18 August 2024 at 13:20 31 KB Microso...[.docx)
@ FS 2.8.1D Appendix Ingredient Allergen Management - Color Coding.docx 18 August 2024 at 1315 30 KB Microso...(.docx)
@ FS 2.8.1D Ingredient Allergen - Color Coding EU.docx 18 August 2024 at 1318 30 KB Microso...[.docx)
@ FS 2.8.1D Ingredient Allergen - Color Coding USA 18 August 2024 at 13:19 30 KB Microso...[.docx)
@ FS 2.8.1E Allergens.docx 18 August 2024 at 13:14 40 KB Microso...[.doex)
» [T FS 2.8.1F Allergen Management Records 18 August 2024 at 13:22 -- Folder
@ FS 2.9 Training.docx 18 August 2024 at 13:25 34 KB Microso...[.docx)

These Food Safety Management System Templates match the clauses
and comply with SQF Fundamentals System Elements for
Manufacturing. The documents are provided in Microsoft Word English
(US) format and are easily edited to suit your organization.
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Simple Steps to Setting Up Your Food Safety Management System
Documentation

The documents supplied in the package are easy to edit so you can
decide on a template format that you want and then use this as a master
and copy all of the other documents into your template as you go along
developing your system.
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Product Trace

Introdu

‘The company has established, trace system for all
‘This procedure defines how materials and finished products are uniquely identified and traceable as
required by the Food Safety Management System.

Scope

are exerted include raw material ntake,
, final product and customer.

This toall
ingredients and packaging,
Procedure

Asystem for identification and traceability of product batches is maintained which, in the event of food
safey incidents il enabletacking of mateial benes (ncluding processing s hrough o
distributed batches of finished produet and de. For y

‘enacted the product expiry esde must be known.

The company traceability system takes both the form of documented records and ple program, which
enables a full product history to be produced in a timely manner.

Traceabilty records by Label and Expiry date are maintained and retained for
allows the site to trace
maintained of raw material and n.ckamg usage and finished nmdm volumes. Procedures ensure that
label use is reconciled, and any inconsistencies investigated and resolved. Finished product labels are
retained - see FS 2.6.3€ Label Retention and Check.

 product batches. This

Reworked material also remalns identifiable and traceable. Where rewark or any rewarking operation is
performed, by y record:

ensure that product saety or legality is not compromised e g allergy status,identity preservation and
ingredient declarations.

The traceability will provide details on all parts of the product from raw material intake through to filling
time. The traceability entails tracing a pmuu(l backwards from finished package to its raw materials,
ensuring that all physi tests, cleaning of d all
relevant paperwork has been completed and is within specification.

Amass balance exercise is conducted from of raw material and packaging usage and finished product.
volumes to ensure that allfinished products are accounted for.

Product Trace

For all products, the following information is traceable from the proguct expiry code:

stage

Details

Relevant Record

Raw Material Intake

Time, Date, Temperature, Batch Code,
Supplier, Amount, COC or COA

QMR Raw Material Intake
Record

Packaging Intake

Batch Code, Date, Supplier, Amount, COC
orcoA

QMR Packaging Intake Record

In-Process batches

Records all Ingredients mixed including
Reworked material. Batch Cod

QMR In-Pracess Record

Process Records

Hot/Cold Temperature and Time. Batch
Code

QMR Process Record

rage Records

Temperature and Time. Batch Cade.

QMR Bulk Storage Records

Production Records

Time, Date, Label, Expiry Code, Cade of
Packaging, Temperature, Quantity, Product

QMR Production Recards.

& Packaging Batch Code

Storage Record

Time, Date, Label, Expiry Code

QMR Storage Record

Dispateh Records

Time, Date, Label, Expiry Code, Amount,
Customer

QMR Dispatch Record

€ritical Control
Records

Forall Control Points

QIR Critical Control Records

Cleaning Records

Forall stages

QMR Cleaning Records.

Delivery Records

Customer & Location Time, Date, Label,
Bxpiry Code, Amount

QMR Delivery Record

f the product trace

atleast annually s part of the product recall
Where there s a

review
requirement to ensure

y wi
attribute appropriate

pply chain, e.g. to use a logo

a product testing putinplace.
Dot e $5 2.2 rcuc e Document Reference FS 2.6.2 Product Trace
1 August Revision 0 17 August 2024
P by: SQF Svsnm o ager Owned by: SQF System Manager
Authorized By: General Manager Authorized By: General Manager
Page 10f 4 826 Words 0  english (US) = - c——
Batch Identification System
Traceability and Identification Recording - Batch Mixing Record
For all Ingredients Record — Preduct, Supplier, Batch Code, Amount
Batch numbering for each day starts at A and runs alphab lly from Ato 2
Each batch code is identified by Date/Month/Year/Letter - Example 16May24A is the first batch of the da
Mix Number Time roduct Batch Tank Filler Start Time End
_— — —_— Number — —_— —_— Time
1 08:00 Product 1 16 May24A 1 1 09:00 10:00
2 09:00 Product 2 16 May24B 2 2 10:00 11:00
3 10:00 Product 3 16 May24C 3 3 11:00 12:00
4 11:00 Product 4 16 May24D 4 4 13:00 14:00
5 12:00 Product 5 16 May24E 5 5 14:00 15:00
The Batch number will then follow the product through the plant on each process/production log
FS 2.6.2A Traceability System Diagram
s
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Good Manufacturing Practice Template Procedures

The package contains comprehensive Template Procedures that match
the requirements of the Module 11: Good Manufacturing Practices for
SQF Fundamentals for Manufacturing (Intermediate Level) so you don't
have to spend 1,000's of hours writing compliant procedures.

< Good Manufacturing Practice Templates

Name -

“| GMP 11.1 Site Location and Construction.docx

GMP 11.1A Layout of Building.xIsx

- GMP 11.1A Site Premises Plan.docx

GMP 11.2 Construction of Premises and Equipment.docx
© GMP 11.2.10 Premises and Equipment Maintenance.docx
- GMP 11.2.10A Maintenance Staff and Contractors.docx

- GMP 11.2.11 Calibration.docx

° GMP 11.2.12 Pest Prevention.docx

© GMP 11.2.13 Cleaning and Sanitation.docx

GMP 11.3 Personnel Hygiene and Welfare.docx

© GMP 11.4 Hygiene Policy.docx

GMP 11.4 Personnel Processing Practices.docx

GMP 11.5 Water, lce and Air Supply.docx

GMP 11.6 Receipt, Storage and Transport.docx

© GMP 11.7.1 Separation of Functions.docx

° GMP 11.7.2 Recelpt of Materials and Ingredients.docx

© GMP 11.7.3 Thawing of Food.docx

°| GMP 11.7.4 High-Risk Processes.docx

° GMP 11.7.4A Personnel High Risk Hygiene Barrier.docx

“| GMP 11.7.4B Protective Clothing Risk Assessment.docx

~ GMP 11.7.5 Contrel of Fereign Matter Contamination.docx
| GMP 11.7.5A Glass Policy.docx

~| GMP 11.7.6B Control of Brittle Materials.docx

“| GMP 11.7.6C Control of Knives.docx

GMP 11.7.6 Detection of Foreign Objects.docx

GMP 11.7.7 Glass & Brittle Material Breakage Procedure.docx
© GMP 11.9 Waste Disposal.docx
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The documents are provided in Microsoft Word English (US) format and
are easily edited to suit your organization.
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Comprehensive Good Manufacturing Practice Template Procedures are

Home

included in the Package
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Receipt, Storage and Transport Receipt, Storage and Transport
Introduction Equipment storage roams are designed and constructed to allow for the hygienic and efficient storage of
- equipment and containers.
The company has established Receipt, Storage and Transport Systems as part of company Good
Manufacturing Practices in order ensure product safety. As part of this system the company has established Vehicies used in , handling or orin rooms gned and
effective plans that allow for the safe, hygienic receipt, storage and transport of materials, products, operated so as not to present a food safety hazard.
packaging materials, equipment, and chemicals.
When materials are stored outside mgv are adequately protected against deterioration and contamination.
Storage Good Manufacturing Practices I are held under tempol that are not designed for the safe storage of
go0ds,  isk analyss i undertaken and the appropriate control measures implementation ta ensure there
The company stores materials in an appropriate manner to ensure that storage does not represent a risk of is na isk to the ntegrity of those goods or contamination or adverse effect on food safety and quality.
«contamination. All materials including materials, packaging, in process products, rework, quarantined Materials whenever p stored in clean adeguately wrapped to reduce the
product and finished product are stored in a clean secure storage area to protect them from contamination risk of eross-contamination and/er contamination frem fereign objects. Records to validate alternate or
sources. tempaorary control measures for the storage of raw materials, ingredients, packaging materials, equipment,
chemicals, or finished products are maintained including regular inspection by QC staff.
Storage Plans - It is company policy to use separate areas for storing chemicals, packaging, raw materials,
work-n-progress and finished products to avoid cross-contamination risks. Separate areas are also Chilled Storage
maintained for rework and quarantined products. Partially used materials are adequately sealed and
protected before being returned to storage. All chemicals, including solvents, agents, cleaning and The company recognizes that by law chilled products must be kept at 8°C or below and as 2 policy for
maintenance compounds, and non-product materials, are stored in separate locked areas. increased food safety chilled storage areas are designed with sufficient capacity to ensure they can be
maintained and operated to run at 5°C or below at the maximum throughput whilst allowing for cleaning
‘Storage areas are clean, well ventilated, and dry. All materials and packaging materials are protected from d defrosting operations regardless of the loadir d ambient conditions. Chilled product: kept
pests, condensate, sewage, dust, dirt, chemicals or other contaminants. Storage areas are cleaned at a chilled between 1 and § * C to prevent food poisoning bacteria from growing.
frequency defined in site cleaning schedules.
All Chilled Storage areas are of a construction and design described in QM 11.2.1 - 11.2.8 Construction of
Materials are stored off the floor on pallets or in racking constructed of impervious material and at least Premises and Equipment.
150mm away from walls, floors and ceilings. Rows of stored materials are spaced to allow cleaning and
Inspection. Pallets are clean and in good repair. Pallets and other wooden surfaces are properly dried after AllC i using a calibrated logger. The data
being washed. Layer pads are placed between pallets and bags of materials. logger alarm triggers when the temperature rises above 4.5 * C in the warmest area of the chilled storage
area. Staffs are instructed to call an engineer o investigate whenever the alarm is activated. The engineer
Material stock levels are maintained at volumes to aveid excessive age and insect infestation. assesses the situation and informs the SQF System Manager if the temperature cannot be controlled
immediately.
Chemicals, Raw materials, work in progress, packaging and finished goods are clearly labelled with relevant
information as appropriate including name, product code, delivery date, use by, best before date and/or Warehouse personnel check chilled product storage areas at regular intervals to ensure that they are
date of manufacture to facilitate stock rotation. Ingredients, pacmng smles and other materials are operating at the correct temperature and are not over stacked as this will restrict the flow of cold air and
rotated by date code. stock rotation to ensure that make chilled storage less effective.
allchemicals, Raw materials, work in progress, packaging and nished s pmduz:ls:l! utilized within their
designated shelf-life The digital display temperature of each chilled storage area is checked 3 times a day to ensure each area is
chilled correctly. Once a day the temperature on the dighal display is verified by a member of the QA staff
Raw materials, work in progress, packaging and finished goods are regularly inspected to ensure that they checking the temperature of a “dummy food" in each chilled storage area to it is at the same as the digital
are in good condition and free from contamin: display and the data logger. If there is a difference of more than 0.5 * C then the Maintenance Manager is
informed and corrective action taken.
Document Reference GMP 11.6 Receipt, Storage and Transport Document Reference GMP 11.6 Receipt, Storage and Transport
Revision 0 1* August 2024 Revision 0 1* August 2024
Owned by: SQF System Manager Owned by: SQF System Manager
Authorized by: General Manager Authorized by: General Manager
Page 1of 10 3598 Words 0¥  English (US) =3 - — +  100%
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Water, Ice and Air Supply Water, Ice and Air Supply
e Introduction Monitoring Water Microbiology Quality
The company has established and implemented Good Manufacturing Practices for the site Water, Ice and An adequate supply of potable water, conforming to the World Health Organization’s Guidelines for
Air Supply in order to prevent contamination from Water, Ice and Air Supplies. drinking-water quality and as per local, national or internationally recognized potable water microbiological
quality ided from th supplier as per the procedure for supplier
: Water Supply Good Manufacturing Practices approval.
An adequate supply of potable water from a known clean source that conforms to the World Health Itis a prerequisite that water used:
Organization’s Guidelines for drinking-water quality, is provided from the company water supplier as per
the procedure for supplier approval. - For washing, thawing and treating food
- Asan ingredient
any additional per local, national or internationally recognized potable - Asaprocessing aid
water microbiological and quality standards and any microbiological or chemical water standards imposed - Cleaning in food handling areas
by customers. - Manufacture of ice
- Manufacture of steam that will come into contact with food or food contact surfaces or surfaces
B Each facility h: storage, and distriby topi likely to come into contact with food
water where required for use during processing operations, as an ingredient and for cleamnglhe premises = Manufacture of steam to heat water that will come into contact with food or food contact surfaces
and equipment. A schematic diagram of the water distribution system including holding tanks and water
treatment is held by the Maintenance Manager, the plan is used to assess where to sample water and to meets the requirements for potable water quality as described above.
o ensure water quality is maintained. The potable water distribution system is labelled/identified within the
facility. All storage and distribution systems to provide potable water are monitored according to the Laboratory
testing schedule based on risk. Water Microbiology and Quality are monitored according to the Laboratory
The water storage and distribution system is designed and managed to ensure potable water is not to verify the cleanliness of supply, monitoring of water and equipment
All water syst should there be a 10 doso. As per GMP the effectiveness of the water treatment process. Water and ice are analyzed using reference standards
3 11.2.10 Premises and Equipment the Manager is responsible for ensuring an and methods.
adequate contingency plan is available should there be a failure of any services. Contingency plans for
when the potable water supply is deemed to be contaminated or otherwise inappropriate for use include Chlorinated water is tested to ensure that the residual chlorine level at the point of use s within specified
temporary reserve water tanks and supply of potable water by tanker. limits (a free residual chiorine level of 0.25 ppm after 20 minutes of contact time (or equivalent at the point
of use).
IS Supplies of hot and cold water are provided as required to enable the effective cleaning of the premises
and equipment. Only hot and cold potable water is used in food handling and processing areas and for Only potable water is used in food handling and processing areas and for cleaning in any product area.
cleaning in any product area.
Water treatment chemicals and equipment are regularly monitored. Monitoring includes checks on the
Water recycled for reuse is treated and maintained so that it does not represent a risk to food safety. ‘operation of the water treatment equipment, checking filtration apparatus and changing it as required plus
= periodic cleaning of water holding tanks and pipelines.
Non-potable water is not used in product areas. Where Non-potable water systems are used externally
they are identified by color coding and do not connect with potable water systems. Water s analyzed tested at least every 12 months for potability by an external approved laboratory which is
certified for the desired analysis. Water is retested when the water source or equipment is changed.
Hoses, taps, or other similar sources of possible designed to or back
- . The Maintenance Manager is responsible for ensuring that there is check of the backflow
system at a minimum annually and that the checks are recorded.
Document Reference GMP 11.5 Water, Ice and Air Supply Document Reference GMP 11.5 Water,
Revision0 1 August 2024 Revision 0 1% August 2024
> Owned by: SQF System Manager Owned by: SQF System Manager
Authorized by: General Manager Authorized by: General Manager
Page1of 4 1433 Words 0¥  English (US) = —— 4 100%
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Food Safety Record Templates

A wide range of easy to use Record Templates written in Microsoft Word
(US English) format are included in the package:

< Sample FSMS Record Templates 8B = [ 2 v @ ~ Q
MName ~  Date Modified Size Kind
@ FSR 001 Management Review Record.docx 26/08/2024 29 KB Microsoft Word...cument (.docx)
@ FSR 002 Training Record.docx 26/08/2024 31 KB Microsoft Word...cument (.docx)
@ FSR Accelerated Keeping Quality Log.docx 26/08/2024 30 KB Microsoft Word...cument (.docx)
@ FSR CCP Validation - Metal Detection.docx 26/08/2024 31 KB Microsoft Word...cument (.docx)
@ FSR Changing Room Cleaning Record.docx 26/08/2024 30 KB Microsoft Word...cument (.docx)
@ FSR Chemical Registerdocx 26/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSR CIP Chemical Log.docx 26/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSR Cleaning Schedule.docx 26/08/2024 30 KB Microsoft Word...cument (.docx)
@ FSR Complaint Investigation Form.docx 26/08/2024 27 KB Microsoft Word...cument (.docx)
@ FSR Corrective Action Request 26/08/2024 101 KB  Microsoft Word...cument (.docx)
@ FSR Daily Cleaning Record for Toilets and Changing Rooms.docx 26/08/2024 30 KB Microsoft Word...cument (.docx)
@ FSR Design and Development.docx 26/08/2024 107 KB  Microsoft Word...cument (.docx)
@ FSR Dispatch and Distribution Verification Record.docx 26/08/2024 33 KB Microsoft Word...cument (.docx)
@ | FSR Document Master List.docx 26/08/2024 29 KB Microsoft Word...cument (.docx)
@ FSR Double Hold Label.docx 26/08/2024 12 KB  Microsoft Word...cument (.docx)
@ FSR Drain Cleaning Procedure Filler Areas.docx 26/08/2024 196 KB Microsoft Word...cument (.docx)
@ FSR Drain Cleaning Procedure.docx 26/08/2024 196 KB Microsoft Word...cument (.docx)
@ FSR Equipment Cleaning Procedure and Record.docx 26/08/2024 29 KB Microsoft Word...cument (.docx)
@ FSR Equipment Commissioning Checklist.docx 26/08/2024 168 KB  Microsoft Word...cument (.docx)
@ FSR First Aid Dressing Issue Record.docx 26/08/2024 26 KB Microsoft Word...cument (.docx)
@ FSR Food Safety Quality System Audit Form.docx 26/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSR General Cleaning Procedure.docx 26/08/2024 142 KB Microsoft Word...cument (.docx)
@ FSR Glass & Brittle Material Breakage Log.docx 26/08/2024 27 KB Microsoft Word...cument (.docx)
@ FSR Glass and Brittle Plastic Register.docx 26/08/2024 31 KB Microsoft Word...cument (.docx)
@ FSR Goods In Inspection Record.docx 26/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSR Goods In QA Clearance Label.docx 26/08/2024 16 KB  Microsoft Word...cument (.docx)
@ FSR GOP Audit Checklist.docx 26/08/2024 41 KB Microsoft Word...cument (.docx)
@ FSR Hygiene Code of Practice Verification Record.docx 27/08/2024 33 KB Microsoft Word...cument (.docx)
@ FSR Hygiene Policy Staff Training Record.docx 26/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSRInternal Audit Corrective Action Summary.docx 26/08/2024 29 KB Microsoft Word...cument (.docx)
@ FSR Knife Contrel Record.docx 26/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSR Knife Incident Report.docx 23/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSR Maintenance Work Hygiene Clearance Form.docx 26/08/2024 27 KB Microsoft Word...cument (.docx)
@ FSR Metal Detection Record.docx 26/08/2024 27 KB Microsoft Word...cument (.docx)
@ FSR Non Approved Supplier Sample Plan.docx 26/08/2024 30 KB Microsoft Word...cument (.docx)
@ FSR Non Conformance Notification.docx 26/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSR Non-Conformance Record.docx 26/08/2024 26 KB Microsoft Word...cument (.docx)
@  FSR Outgoing Vehicle Inspection Record.docx 26/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSR Packing Traceability Record.docx 26/08/2024 29 KB Microsoft Word...cument (.docx)
@ FSR Pipe Diameter CIP Flow Rate Conversion Table.xlsx 26/08/2024 19 KB Microsoft Excel Workbook (.xlsx)
@ FSR Pre Employment Medical Questionnaire docx 26/08/2024 32 KB Microsoft Word...cument (.doex)
@ FSRPr ive Action Req 26/08/2024 107 KB Microsoft Word...cument (.docx)
@ FSR Process Change Approval Record.docx 26/08/2024 29 KB Microsoft Word...cument (.docx)
@ FSR Product Hold Label.docx 26/08/2024 16 KB  Microsoft Word...cument (.docx)
@ FSR Product QA Clearance Label.docx 26/08/2024 16 KB Microsoft Word...cument (.docx)
@ FSR Product Recall Record.docx 26/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSR Product Recall Test Record.docx 26/08/2024 29 KB Microsoft Word...cument (.docx)
@ FSR Product Recall Trace.docx 26/08/2024 25 KB Microsoft Word...cument (.docx)
@ FSR Product Release Record.docx 26/08/2024 27 KB Microsoft Word...cument (.docx)
@  FSR PRP Cleaning Verification Record.docx 26/08/2024 30 KB Microsoft Word...cument (.docx)
@ FSR QA Online Check Sheet.docx 26/08/2024 30 KB Microsoft Word...cument (.docx)
@ FSR Return to Work Form.docx 26/08/2024 26 KB Microsoft Word...cument (.docx)
@ FSR Root Cause Analysis.docx 26/08/2024 130 KB  Microsoft Word...cument (.docx)
@ FSR Sample CIP Programs Settings.xlsx 26/08/2024 14 KB Microsoft Excel Workbook (.xlsx)
= FSR Sample Cleaning Equipment Colour Coding 10/07/2019 223 KB PDF Document

@ FSR Sample Cleaning Record.docx 26/08/2024 29 KB Microsoft Word...cument (.docx)
@ FSR Sample Equipment Cleaning Record.docx 26/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSR Sample Filler Cleaning Record.docx 26/08/2024 28 KB Microsoft Word...cument (.docx)
@ FSR Shelf Life Confirmation Record.docx 26/08/2024 26 KB Microsoft Word...cument (.docx)
@ FSR Site Audit Checklist.docx 26/08/2024 40 KB Microsoft Word...cument (.docx)
@ FSR Supplier Evaluation Form.docx 26/08/2024 25 KB Microsoft Word...cument (.docx)
@ FSR Supplier Register.xlsx 26/08/2024 13 KB Microsoft Excel Workbook (.xIsx)
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Home De Layout References
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b
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Equipment Commissioning Checklist

Equipment Commissioning Checklist

Food Safety/Quality Yr:f

Remarks

Does it meet standards for foreign body control?

Any loose moving parts?

Is there good access for hygiene?
Is the equipment made from suitable material?

Are all lubricants food grade?

Is there a pest risk?
Is it covered by the HACCP plan?
Check for hollow sections?

1.
2.
3.
4,
5. Does it contain glass/plastic?
6.
7.
8.
9.

10. Will it enable the business to comply with
customer and industry best practices?

Yes/

R k
No emarks

Production

. Will changeovers cause problems?
. Is the capacity adequate?

. Will it meet sensible efficiencies?

. Is the equipment easy to use?

. Is there enough space?
. Will it cause bottlenecks?

. Are spare parts easily available?

. Will it be able to be adapted for future
requirements?
10. Are the tolerances acceptable?

11. What are the wastage factors?

1
2
3
4
5. What skills / training are reguired?
6.
7
8
9

12. Does the machine meet labor standards?
13. What time and labor will be needed?

Document Reference FSR Equipment Commissioning Checklist

Rewvision 0 8 August 2023

Owned by: Quality Manager \
Authorized by: General Manager e
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The records are provided in Microsoft Word English (US) format and are
easily edited to suit your organization
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Setting Up Your Food Safety Management System Records

The sample record templates supplied in the package are easy to edit so
agree on a template format that you want and then use this as a master

and copy all of the other records into your template as you go along
developing your system.

Records

eee M E v+ & & 5 JrskLabel Retention and Check [Compatibility Mo... Q-
Home Insert Design Layout  Refersnces  Mallings  Review  View  Table Design  Layout

For example put
your company logo

or name and Label Retention and Check
address in the Start Of Date: | x,‘/m/:; [ Time: A»b.y“.&,l un.nu:n..: | Sample: up
/ T Check and Sign
Organic
header g B E T
1 i rgin Operator2 o Oper
plied in t| W PureCoconutOil == | e e

template format that yot

of the other records into [ ] m-[;rgam:ga[_‘w_f:«;ml
system. = = mu;f'\%ﬁ E
|Z= W PpureCoconutOil === |
[rescionvomr v [ome[i7//52 [rmer[i70070 [se [ Pl g
Format the Footer
. T B := - — — + o

[®

lis]

do-0

B insert  Design

B FSR Complaint Investigation Form [Compatibility Mode]

Layout  References  Mailings  Review  View

Times NewRo.. +|[12 v A~ Av| &-||Ap [i=-i= = =241 AaBBCeDd  AsBbGeDdEe | AaBbCeDAE | AaBbCeDd
P: B | I U vabe X v v A, B == =||2=- v v Styles
e # - ane

Complaint Investigation Form Complaint Investigation Form

Product Datalls Investigation Summary:

Nature of Complaint and Detalls

Customer Name

Customer Address Proposed Corrective Action:

Customer Contact Phone

Number

Date received Date Code

Date of Packing Packing Line Investigated By ‘ Data ‘ Signature

Packing Start Packing End ‘ ‘
Person to Complete Corrective Action |

Complaint category ‘Quantity Produced
Target date for Completion |

Details of any ather complaints received from this production run:
Details of Corrective Action Taken:

Details for each area of Investigation

Materials

Packaging Signature Daty
Technical rective Action Ch Effective:

CCP Checks

Storage Goods In

o Signature Daty

Packing

e Closed out by SQF System Manager
Date

Distribution

Laboratory Report

ment Reference FSR Complaint Investigation F y Document Reference FSR Complaint Investigation Form
ust Y 24
ster 1 ar (=)
era <@ Authorized by: General Manager <@
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Implementation Assistance

A range of tools including instructions, training presentations, guidance
and technical support are included.

CC0000000000000000000C
=
-

When you download the package, you will find the Start-Up Guide
and 4 folders containing the package contents:
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Guidance - Senior Management Implementation

The package includes Senior Management Implementation Checklists
that establish your Food Safety Management System fundamental
documents including Food Safety Policies and Objectives.

Senior Management Implementation Forms are included to assist in:

Defining the Scope of the Food Safety Management System
Providing adequate support and infrastructure to establish the FSMS
Allocating Responsibility and Authority

Establishing a Food Safety Management System Steering Group, the
Food Safety Team and a Product Recall/Crisis Management Team
Establishing Food Safety Responsibility & Authority Levels
Establishing Communication Channels

o000 M E - & 8 5 B Senior Management Implementation Workbook Forms [Co... Q. Searc

Home Insert Design Layout References Mailings Review

v Rule - One Page
Outline e Q 2
Gridlines

Multiple Pages

Print  Web Draft . Zoom Zoom Mew Arrange Split Switch Macros
Layout Layout Navigation Pane to 100% Page Width Window Al Windows
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SOF Fundamentals Implementation Plan

An SQF Fundamentals Implementation Plan is included and can be
used to by Senior Management to plan the development of your Food
Safety Management System.

O&a wv- s 0 SOF Fundamentals Implementation Plan 2 ©-

Home Insert Pagelayout Formulas Data  Review  View &+ Share v
B16 fe

- | SQF Fundamentals Implementation Plan

G A S A B e A A AS

S s I

sty criica ool piets CCPI o ach Tood

e
s

o |efe] e [ e ]e

g lels] e [ e e e[e] = ] =

T Il
SQF Plan Weeks | Sheetz | Sheetd | +
Ready = —e—— "

b Ewo- 1 SQF Fundamentals Implementation Plan v ©-

Home Insert  Page Layout Formulas Data Review  View At Share ~

B216 = fx v

» SQF Fundamentals Implementation Plan

2
3 Plan/Document
4 Implement
5 Maintain
6  NA Not applicable for SQF Fundamentals for Manufacturing — Intermediate DATES
7 ¥
8 1 |Seniorm 1ent demonstrate a commitment to food safety 1
9 2 |Senior i ent issue a food safety policy and objectives 1
10 | 3 |Senior v ent plan to establish a food safety culture NA OO e eI
1 Senior management define the scope and boundaries of the FSMS including 1
11 Food Legislation.
12 | 5 |Seniorm 1ent plan the establishment of the FSMS. 1
13 | 6 |Seniorm 1ent provide adequate support to establish the FSMS. 4
- Senior management ensure there is adequate infrastructure and work 4
14 environment.
15 | 8 |Senior 1ent appoint an SQF Syster Manager 1
16 | 9 |Seniorm ent appoint the food safety team. 1
17 | 10 |FSMS responsibilities and authorities are documented and communicated 2
18 | 11 |Food safety communication systems are put in place 2
" Senior management provide the resources required to establish, document, 2
19 implement, maintain and update the FSMS.
SQF Plan Weeks Sheet2 Sheet3 +
Ready - — — 150%
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HACCP Assistance — Additional Documentation & Tools

There are supplementary tools, instructions, training presentations,
guidance and documentation to supplement Food Safety Management
System Document ES 2.4.3 Food Safety Plans
(21page HACCP procedural template)

1 A | A (=l T FS 2.4.3 Food Safety Plans [Compatibility Mode] v (of

Home Insert Design Layout References Mailings Review View &t Share v

fuii
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This package is based on the latest edition of CODEX Recommended
International Code of Practice General Principles of Food Hygiene - HACCP
System and Guidelines for its Application which includes a New Decision
Tree.

CODEX ALIMENTARIUS

INTERNATIONAL FOOD STANDARDS

\\f,_,'/l Food and Agriculture ¢/7ZD\N World Health
iﬁ e nited Navions Organization

E-mai: codex@fao org - www.codexalimentarius org

GENERAL PRINCIPLES OF FOOD HYGIENE
CXC 1-1969

Adopted in 1969. Amended in 1999. Revised in 1997, 2003, 2020, 2022". Editorial comections in 2011.

* This edition contains a new Annex IV, Figure 1 and Table 1 which introduce tools to determine the critical
control points in a hazard analysis and critical control point (HACCP) system.

Annex IV Tools to determine
the critical control points (CCPs)

The following are examples of a decision tree and CCP worksheet tools
that can be used in the determination of a CCP. Such examples are not
unique and other tools can be used as long as the general requirements
as elaborated in CXC 1-1969 (i.e. Step 7/Principle 2 - Determine the critical
control points [CCPs]) have been met.

Figure 1 Example of a CCP decision tree - apply to each step
where a specified significant hazard is identified

Q1. Can the significant hazard be » @ ’ This step is not a CCP
controlled to an acceptable level at

this step by prerequisite programmes

(e.g. GHPs)?*

&

Q2. Do specific control measures for ———) @ This step is not CCP.
the identified significant hazard exist Subsequent steps should be
at this step? evaluated for a CCP**

h. 4

®

Q3. Will a subsequent step prevent » @ That subsequent step
or eliminate the identified significant should be a CCP
hazard or reduce it to an acceptable

level?

Q4. Can this step specifically prevent
or eliminate the identified significant
hazard or reduce it to an acceptable
level?***

» @ Modify the step, process or product
to implement a control measure****

@ 1 4 | This step is a CCP
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The main tools here are the SQF HACCP Calculator CODEX SQF Tool
and instructions:

B SQF 9 CODEX FSMA HACCP Calculator 2023
Data Review  View

Calibri (Body)  ~ /(1 ~|[A= Av| =
o n
3 8
Past R & AR 5 - | (@] e ol oo cel i
T LA MR R = 0z 2% ) [ % 40l | [ consyies i i
L2 s i N

A 8 c
1 HACCP CALCULATOR CODEX & SQF 9 2023

d Evaluation ]
= Consl
c
G
. O I .
.
o | S| ¢
o | ® N Modity
v o
2l e | o0
b . 0 This is a CCP i
i
i . c
Step Specific Detaile about ; tl2lalofala]s i
n P
. Step Name MHazard Category Hazards Wentified | “P°C L N ¥ . 2 A s | g
v . o
Delivery logical Ba (sporedc ) N v
12 3 | 03
Bielogical B 5
B v
8 v
8 v
AMF Delivery 8 A
AMF Delivery Bacteria (spore-farming) General . ‘ A |
4 b ProcessFlow = HACCP Calculator | HACCP Category = HACCP Validation | Good Manufacturing Practices | Control Measures | Product De |+
Ready Count: 4 - — 100%

The SOF HACCP Calculator CODEX SOF Instructions

The instructions need to be used in conjunction with FS 2.4.3 Food
Safety Plans document and the Calculator

. SQF HACCP Calculator Instruction CODEX SQF.pdf

International

Food Safety & Quality Network

HACCP Calculator Instructions
CODEX 2022 & SQF 9
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Introduction to HACCP PowerPoint Presentation

An Introduction to HACCP Training PowerPoint Presentation is supplied
to introduce your food safety team to the preliminary steps to a Hazard
analysis and the principles of HACCP.

B An Introduction to HACCP (Read-Only) - Searct O-
ome Insert Design Transitions Animations Slide Show Review View &* Share A~

" An Introduction to HACCP
— Training Guide

Siide 1086 English (United States) = Notes B E - ——— + 2% B

A An Introduction to HACCP (Read-Only) ot @ »
ome Insert Design  Transitions Animations Slide Show Review  View &+ Share A

In order to decide if a Hazard control is a critical
control point we use the decision tree to help us.

By answering questions 1 to 4 can determine if Hazard
control at any particular point in the process is a critical
control point

WORD®

Slide 56 of 86 English (United States) = Notes 22 B = e + 132% B
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Sample HACCP Documents

Name -

Color Decision Tree WHO UN

" Finished Product Summary Sample.docx

* Flow Diagram Sign Off Form.docx

" HACCP Flow Diagram Example.docx

- HACCP Steering Group Review Sample.docx

" Hazard & Control Measure |dentification Form

= |FSQN HACCP Hazard Analysis Prompt.pdf

" Product Description Example.docx

- Raw Material Summary Example.docx

- Sample Blank HACCP Validation Form.docx

- Sample Blank Validation Record.docx

" Sample CCP Procedure Ice Cream Pasteurization
Sample CCP Record Sample Pasteurizer Log Sheet.docx
Sample CCP Validation FDA Pasteurization Time.pdf

- Sample Contaimination Controls.docx

" Sample Corrective Action Request Record.docx

° Sample Critical Control Point Validation Record.docx

" Sample Finished Product Summary.docx

- Sample Flow Diagram Sign Off Form.docx

" Sample Glass Control Verification Record.docx

" Sample Goods In Inspection Record.docx

' Sample Goods In QA Clearance Label.docx

- Sample HACCP Flow Diagram.docx

Sample HACCP Flow Diagram.pptx

- Sample HACCP Steering Group Review.docx

" Sample HACCP Verification Audit Summary.docx

- Sample PC Procedure Material Acceptance.docx

" Sample Product Description.docx

- Sample QM 1 Pasteurization Procedure.docx

" Sample QMR 1 Pasteurizer Log Sheet.docx

- Sample Raw Material Release Record.docx

- Sample Raw Material Summary.docx

- Sample Supplier Register Document.xlsx

" Sample Yoghurt Flow Diagram

These are supplementary documents and examples that you might find
useful when developing your Food Safety Plans

Sample Flow Diagram
1 2 3 4 = B 6 o
AMF Delivery SMP Delivery k“lm" m D:r;v Delivery
7 8 9 10 1 Sran
- ure
AME Storage ‘v Sorage wmp stabiliser Sugar el
Storage Storage. Storage.
13 14 P 19
AMF
Warming Decanting Wasts Degs;
Waste 17 2 2 21
15 b 16 AMF 3 Yoghurt Base RO Water
Drums ‘AMF Storage Debagging 1
- Warming Blending Heating
2 2
2 2 B 20
Cooling Pasteurization Homogenization Filtration Lis "‘ RO Water
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Assistance with Supplier Risk Assessment

The package contains a Supplier Risk Assessment tool that supplement
FS 2.4.4 Approved Supplier Program:

MAE v 8 = i FS 2.4.4 Approved Supplier Program [Compatibi 2 (O

References

Home Insert Design Layout Mailings Review View &t Share v

Approved Supplier Program Approved Supplier Program
Introduction New materials, services and suppliers are initially selected by the Purchasing Manager, who is
for selection of vend d and for negotiating supply contracts. On
The company has established and implemented procedures for selecting, evaluating, approving, and selecting a new material, service or supplier the planning department requests approval from the SQF
monitoring suppliers in order to ensure all purchased materials conform to agreed specifications in System Manager.

order that the safety of the finished product is not compromised.
»: The new material, service or supplier is assessed by the food safety team then approved by the SQF

Scope System Manager prior to supply. Criteria for selection, evaluation and approval of suppliers are
recorded,

‘The scope of the procedure for supplier approval includes all purchasing activities that have an impact

on the Food Safety Management System. A documented risk analysis of each raw material or group of raw materials to identify potential risks to
product safety, integrity, legality and quality is carried out by the Food Safety Team taking into account

Procedure the potential for:

‘The Purchasing Department or nominated individuals purchase materials and services in accordance
with the company purchasing procedures. This ensures that all purchases that can have an impact on
customer, food safety and legislation requirements are to defined specifications and from an approved
supplier. Only in exceptional circumstances under concession from the SQF System Manager can a non-
approved supplier be used. In this situation, the SQF System Manager distributes an extraordinary test
and inspection schedule for the material or service. Authority to purchase outside of these procedures
can only be authorized by the SQF System Manager in writing.

Microbiological contamination
Chemical contamination
Physical contamination

Al d possible allergen
Possible substitution or fraud
Effect on product quality

A N N

Consideration is given to the significance of a material to the quality of the final product. The results of
Initially suppliers are used because of their historic service record including Performance, Customer the risk analysis dictate the criteria for supplier assurance, testing and acceptance of raw materials and
nomination or Price. This the starting point for an list. With th ofa procedures for supplier monitoring. All risk assessments are reviewed when there are changes to
controlled approved supplier list, suppliers who do not reliably achieve specification are either delisted materials and at a minimum annually.
or if critical to the business, are given technical support to become reliable. New suppliers are only
added to the list following successful sampling and technical approval. Customers can add a nominated
supplier to the list. This nomination may be overruled where product safety could be jeopardized.

Materials and Services can only be purchased using the Approved Supplier List. Orders for materials,
chemicals, packaging and ingredients are raised and consignments of approved materials are called off
from approved suppliers against planned product order requirements

‘The Approved Supplier List is maintained by the SQF System Manager and includes details of the
material or service the supplier is approved to supply. Suppliers can only be added to this list after
5 passing through the Supplier Approval procedure.

Suppliers can be delisted following supplier audits or poor service levels. Rejected suppliers are kept on
the supplier data as delisted in order to help identify delisted suppliers reapplying for inclusion.
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Allergen Management Assistance

The package contains allergen management documentation to

supplement a comprehensive FS 2.8.1 Allergen Management Procedure
and an Allergen Management Tool:

Food Safety Management Systemn Templates

Mame

& FS 2.8.1 Allergen Management.docx

o° FS 2.8.1A Allergen Management Tool.xlsx

@ FS 2.8.1B Allergen Clean Validation.docx

& FS 2.8.1C Allergen Clean Verification.docx

@ FS 2.8.1D Ingredient Allergen - Color Coding EU.docx
@ FS 2.8.1D Ingredient Allergen - Color Coding USA

& FS 2.8.E Allergens.docx

» [0 FS 2.81F Allergen Management Records

2 FS 281 Allergen Management (Compatibility Mode]

Allergen Management Allergen Management Allergen Management

ientitcation
Confirmation of Alrgen Control System Prerequisites
Confirmation of Alergen Control Pans.

' 4

Ingredient Allergen Management
The following colors identify allergens on site

Milk

Fish
Crustacean Shellfish

Soybeans
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Product Sampling, Inspection and Analysis Assistance

The package contains a supplementary FS 2.5.4B Product Sampling
Supplementary Documents to complement FS 2.4.4 Product Sampling,
Inspection and Analysis.
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Home Insert Design Layout References Mailings Review

B FS 2.4.4 Product Sampling, Inspection and Analysis & FSMA [Compatibility Mode]

V' Ruler One Page

Outline Q =

| o Multiple Pages

Print  Web Zoom X New Arrange
Layout Layout t0100% ‘- Page Width Window Al

o 1 2 3 4 5 3 7

Gridlines

Draft Zoom
Navigation Pane

Product Sampling, Inspection and Analysis
Introduction

The company has a policy of providing suficient resources to ensure that the Laboratory staff, procedures and
facilities meet the principles of the ISO 17025:2005. These include where
over the design of drainage and ventilation systems, access and security of the Laboratory, movement of
I personnel, protective clothing, the process of obtaining samples and disposal of Laboratory waste.

The Laboratory Quality Manual and corresponding Product Control Plans, Food Safety Plans and
Test/Inspection Schedules describe the methods, responsibility and criteria for sampling, inspecting and/or
analyzing materials, work in finished product. that i i d analyses

e are completed at regular intervals as required and to agreed specification and legal requirements and that raw
materials, work in process and finished products comply with the relevant specification, regulatory
requirements and are true to label.

Product Sampling, Inspection and Analysis Standards

Itis company policy that the Laboratory ystem that meets the f the IS0 17025
standard and reflects the competence of the Laboratory to existing customers, potential customers, and
independent authorities.

n On-site i d chemical and analyses are located away from any food
processing or handling activity and are restricted to only to authorized personnel.

The Laboratory are directly providing and support, equipment and
faclities, and training and education of all employees and that appropriate resources are available to carry out
o ‘work as per the testing schedules.

Methodology used, qualifications, training, and screening of personnel engaged in testing are all documented
in the Laboratory procedures manual. Activities include chemical analysis, microbiological contamination
surveillance, environmental sampling and pathogen reporting. Standard tests are specified in the Industry
~ Code of Practice or are International Standard Methods. Sampling methods and testing procedures ensure
that t)\e results reported are repr!semanve of lhe process batch and ensure that process controls are
to meet an

Provisions are made to isolate and contain all hazardous laboratory waste held on the premises and manage it
»: separately from food waste. Laboratory waste outlets are at a minimum be downstream of drains that service
food processing and handling areas.

Retention samples, if required by customers or regulations, are stored according to the specified storage
‘conditions for the product and maintained for the stated shelf-life of the product.

Document Reference FS 2.4.4 Product Sampling, Inspection and Analysis
Revision 0 17 August 2023 /
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Product Sampling, Inspection and Analysis

Sensory evaluations of products are carried out to ensure that they comply with the relevant product
sensory attributes agreed with the customer and are carried out by trained personnel in accordance with
established methods or as specified by the customer.

Itis the responsibility of all Laboratory staff to familiarize themselves with the contents of the Laboratory
Quality Manual and comply with Laboratory policies, procedures and test methods.

Primary responsibility for the Laboratory lies with the Laboratory Supervisor, who reports directly to the
Quality Manager.

§117.165 Verification of and effectiveness - Product testing

(b) Written procedures.

As appropriate to the facility, the food, the nature of the preventive control, and the role of the preventive
control in the facility's food safety system, you must establish and implement written procedures for the
following activities:

(2) Product testing as required by paragraph (a)(2) of this section. Procedures for product testing must:
(i) Be scientifically valid;

(il Identify the test microorganismi(s) or other analyte(s);

(i) Specify the procedures for identifying samples, including their relationship to specific lots of product;
(iv) Include the procedures for sampling, including the number of samples and the sampling frequency;
(v) Identify the test(s) conducted, including the analytical method(s) used;

(vi) Identify the laboratory conducting the testing; and

(vil) Include the corrective action procedures required by §117.150(a)(1)

Also see FS 2.4.7 Product Release FSMA Module Requirement: Defect action levels
Laboratory Organization

The Laboratory Management Structure is included in the Quality Department Organogram. Clear lines of
reporting are defined and nominated deputies included.

Laboratory Personnel Requirements Policy

Itis policy to use only staff who are employed by, or under contract to, the company. Sufficient staff is
provided to carry out analy per pany testing and i Staffs are
trained in skills specific to the |ob and receive in-post training which is reviewed annually.

Training in sampling and test methods is provided to all staff involved in environment monitoring and in
sampling and testing of raw materials, packaging, work-in-progress, and finished products.
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LABR 002 Laboratory Training Form.docx
LABR 008 QA Sample Plan.docx

LABR 007 Factory Sample Plan.docx

LABR 008 Daily Balance Calibration Sheet.docx
LABR 008 Laboratory Exception Report.docx
LABR 010 QC Online Check Sheet.docx

LABR 007 Factory Sample Plan.xlsx

LABR 005 Filler Sample Plan.docx

LABR 004 Microbiological Sample Plan.docx
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Assistance with Food Defense Assessment

The package contains a Food Defense Threat Assessment Template to
supplement FS 2.7.1 Food Defense Plan procedure.
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Food Defense Plan Food Defense Plan
- Intraduction The application of the food defense system is based on specific risk assessment that looks at threat,

The company has established, documented and implemented a Food Defense Plan which is based on
legal requirements and a food defense threat assessment carried out by the Crisis Management Team.

Scope

The Food Defense Plan is based on a food defense threat assessment which considers measures
required to ensure the secure:

Receipt and storage of raw materials, ingredients, packaging, equipment, and hazardous

and by the Crisis Team. The first step is a threat assessment,
which censiders the full spectrum of threats including natural, criminal, terrorist, and accidental. Natural
idental threats in the Crisis . The assessment examines
supporting information to evaluate the likelihood of occurrence for each threat. The attractiveness of
the facility as a target is a consideration.

Vulnerability Assessment

Once the credible threats are identified, a is performed. The
assessment considers the potential impact of loss from a successful attack as well as the vulnerability of

chemicals the product/facility/location to an attack. Impact of loss is the degree to which the company is affected
- Storage of raw materials, ingredients, packaging (including labels), work-in-progress and process by a successful attack.
inputs

Storage and distribution of finished products

Food Defense - Vulnerability Assessment

The company identifies and reduces the risk of intentional harm to the facility, its personnel, and

Ik products by carrying out iliy A and a Food Defense
Plan based on the level of The Crisis Team are responsible for
assessing the vulnerability of the facility and products to determine the controls necessary to achieve
acceptable vulnerability. The General Manager is the trained coordinator and the nominated Senior

Vulnerability is defined to be a combination of the attractiveness of a facilty as a target and the level of
deterrence and/or defense provided by the existing measures. Target attractiveness is a measure of the
asset or facility in the eyes of an aggressor.

sk Analysis

Acombination of the impact of loss rating and the vulnerability rating can be used to evaluate the
potential risk to the facility from a given threat. A risk matrix is used to conduct the risk analysis by
combining the vulnerability with the impact of loss for the facility.

Manager respansible for food defense. The Crisis Team receives food
IS defense training/education on an ongoing basis this is reviewed annually. Vulnerability to Threat
The Crisis lete a risk for each area including: Impact of Loss High Medium Low

- Raw Material Supply Severe _—
- - Outside Vulnerability

S L

- Transport

Minor

General Internal
Processing Area
Chemical/Hazardous Material Control

[ High risk. secure Site System actions are implemented immediately.

- Personnel Medium risk. Secure Site System actions should be planned in the
- Product in Market Place near future.
Include Operational Risk (ORM) as an overview of operational risk, including Low risk. Secure Site System actions will enhance security but are
Ll the risk of loss resulting from inadequate or failed internal processes and systems, human factors, or lower priority.

from external events.
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The package contains a Complaints Analyzer Template, Instructions and

Complaint Management Assistance

Guidance to supplement FS 2.1.4 Complaint Management.
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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 complaints from customers and authorities, arising from products
manufactured or handled on site and co-manufactured products (where applicable).

Procedure

The handling of customer complaints is categorized into non-critical and critical. Non-Critical Quality
complaints from customers are directed to the Customer Services Department who co-ordinates the
customer response with the SQF Systems Manager.

Critical or Serious complaints such as a claim of alleged injury or poisoning are immediately notified to
the SQF Systems Manager who will instigate an immediate investigation which may involve crisis
management 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, contamination with dangerous chemicals and
contamination with food poisoning bacteria.

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

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
possible.

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 date code and date.

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

Document Reference FS 2.1.4 Complaint Management
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Complaint Management
5. ‘Where found.
6. Details of any action taken by complainant.

The information must be passed immediately to the Customer Services Manager who assesses if the
complaint is Critical or Non-Critical. Critical Complaints are immediately referred to the SQF Systems
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 SQF
Systems Manager.

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

Customer Complaints are recorded on a Complaint Investigation Form and any follow up is recorded as
per the Corrective action procedure.

The process of applying corrective action is as follows:

1. There s 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 elimi reduce th f the and prevent
arecurrence.

. The Department Manager issues a Corrective Action Request form which detals 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.

. The Department Manager confirms that the corrective action has been taken and eliminated the

non-conformance then signs off the Corrective Action request form and passes it on to the SQF

Systems Manager.

The SQF Systems Manager reviews effectiveness of the actions taken in eliminating or reducing

the cause of the non-conformance and either signs off the corrective action of raises a further

Corrective Action Request with the Department Manager.

~

w

»

w

o

Al non-conformances are documented and completed Root Cause Analysis and Corrective Action
Request Forms are held on file by the SQF Systems Manager for a period not less than 3 years.

Customer complaints are analyzed by product and type to identify complaint trends. The annual
complaint analyzer tool generates longer term trend analysis. Complaint KPls and trends are reviewed at
management review meetings.
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There is also guidance on how to analyze your complaints and reduce
your complaint levels using our Complaints Analyzer Template

o000 [ g * J ~ i FS213AAnnual Complaints Analy... Q. @)=
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Internal Auditing Assistance

The package includes Internal Auditor PowerPoint Training
Presentations

na & s A SQF Internal Auditor Training Guide IFSQN
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There are also completed examples of corresponding Internal Audit and
Good Manufacturing Practice Audit/Inspection Forms:

e0e M A - B Food Safety Management System Audit Form [Compati
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Food Safety Management System Audit Form

Food Safety Management System Audit Form

Date of Audit: 1% December 2022 Time of Audit: 14:00Hrs.

Auditor: Anne Auditor Auditee: Warehouse Manager

or Area Audited: W

{All activities and procedures)

Manual: Food Safety | Document Area: Receipt, Storage and Issue
Number: Transport Number: 0
GMP 11.6

Summary of Audit including Conformances (Completed by Auditor)

Generally, Receipt, Storage and Transport Procedures were found to be current and in
order.

Document GMP 11.6 Receipt, Storage and Transport was found to be the current revision
and dated 7*" November 2022.

3 Major and 3 minor non-conformances have been raised.

The major require urgent attention.

Non-Conformances Found (Completed by Auditor)

Non-Conformance Notification 0001 raised (Minor) - There was ne spacing between

pallets for inspection. Packaging in storage was not wrapped for

Non-Conformance Notification 0002 raised (Major) - Goods transferred to the factory
were not covered. Where possible they should be on plastic pallets. Goods were found en
the floor.

Non-Conformance Notification 0003 raised (Minor) - The Quarantine Area was not
separate from other storage and it was not mail d in a clean and tidy condition.

Non-Conformance Notification 0004 raised (Minor) - Cold store door does not have strip
curtains and was left open.

Non-Conformance Natification 0005 raised (Major) - Ingredient storage was not
& "

in place to prevent

Non-Conformance Notification 0006 raised (Major) - Each member of staff should have a
training record, especially staff who are carrying out critical product checks.

Document Reference Food Safety Management System Audit Form
Revision 0 1% November 2022
Owned by: Quality Manager

Authorized by: General Manager

Food Safety Management System Audit Form

Action to Be Taken (To Be Agreed Between Auditor and Auditee with Til

Non-Conformance Notification 0001 — All staff to be briefed. Spacing is required in
between pallets for inspection. Packaging in storage should be wrapped for protection
To be completed by 25* December 2022

Non-Conformance Notification 0002 (Major) - All staff to be briefed. Goods transferred
ta the factory should be covered. Where possible they should be on plastic pallets. They
should never be an the floor.

To be completed by 8 December 2022

Non-Conformance Notification 0003 - A separate designated Quarantine Area is to be
i The Qu: area is to be maintai in a clean and tidy condition.
To be completed by 25" December 2022

Non-Conformance Notification 0004 - Door to have strip curtains fitted and all staff
briefed to ensure that the door is kept closed as much as possible.
To be completed by 25" December 2022

Non-Conformance Notification 0005 raised (Major) - Ingredient Storage to be controlled
& segregation in place to prevent cross-contamination.
To be completed by 8" December 2022

Non-Conformance Notification 0006 raised (Major) - Each member of staff to have a
training record, prioritizing staff who are carrying out critical product checks.
To be completed by 8" December 2022

Log Corrective Action Request Numbers Raised in Box Below:

0001/0002/0003/004/005

Name [Auditor) Signature (Auditor] Date:

Anne Auditor e uditon 1* December 2022
Name (Auditee) Signature (Auditee) Date:

Warehouse Man Wanehouse 1# December 2022
Actions Complete and Corrective Actions Signed Off Audit Form Closed

Name (Auditor) Signature (Auditor) Date:

Anne Auditor Aune uditon 25' December 2022

Document Reference Food Safety Management System Auit Form
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Ceiling 2 Filler Name
Waste Disposal Score Comments Filler Perspex/metal guards N/A
Bins clean 4 Filling heads NJA
Timely removal of waste 4 Conveyor N/A
Pest Control Score Comments Packaging N/A
Curtains 4 Additional Comments
EFK's / insectocutors 3 No EFK Glass and Perspex items require numbering
Baits/traps N/A Some end caps are required
Non-Structural/Minor Damage Score Comments
Curtains []
Lights 4 Overall a good standard of hygiene and housekeeping was observed in this area
Document Reference Factory GMP Audit Document Reference Factory GMP Audit
Revision 1 8" January 2023 Revision 1 8" January 2023
Owned by: Quality Manager Owned by: Quality Manager
Authorized By: General Manager " Authorized By: General Manager "
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Inspection Corrective Action Summary

Area of Audit: Mixing Room Date of Audit: 2/11/22
Responsible Manager: Andy N Auditor Name: Andy Auditor
Auditee (If Applicable): Andy Supervisor Auditor Signature: Andy Auditor

i Summary of Corrective Actions Raised
Person Target
N Non-Conformance Corrective Action Details Responsible | Completion c“';::"d s"“'dw i
L for Action | Date
il CAR1 Glass and Perspex items XY |Glass and Perspex items to be Andy 8/11/22
& Z not numbered numbered Manager
- CAR 2 |End caps missingon XY & Z |End caps replaced Andy 15/11/22
Manager
CAR 3 |Missing handle on door x Replace missing handle on door Andy 15/11/22
g P 8 Manager
Wooden handles on cleaning|Replace wooden handles on cleaning Andy
CARS equipment XY & Z equipment Manager 28/11/22
Document Reference Inspection Corrective Action Summary
Revision 0 1st November 2022
Owned by: Quality Manager
~ Authorized By: General Manager
Page 1 of 1 119 Words [  English (US) = - e——— 100%

Arial 14 A= Av| &% = =) 24| 9 AaBbGcDd  AaBbCcDd AaBbCcDd  AsBbCeDdEe  AaBbCeDAE  AaBbCeDd 1
Paste B | T U v |abe X, x? WAL S v v Heading 1 Heading 3 Heading 4 Heading & Mormal Subtitle SPty\es
ane
g 2 5 5 & 7
Corrective Action Request Corrective Action Request
I Corrective Action Request Completed Corrective Action Review
Corrective Action Report Number: 0001 Corrective Action Report Number: 0001
Issued to: Warehouse Manager Issued to: Warehouse Manager
i Date: T+ December 2022 Dater T December 2022
The following Non-compliance has been [ Goods transferred to the factory were not Results of Audit to confirm corrective Training records complete. Checked and
I noted: covered. action is complete goods transferred to the factory were
Where possible they should be on plastic covered and on plastic pallets.
pallets.
Goods transferred were left in direct Results of Quality Manager review of the | Complete but follow up again on next
contact with the floor. effectiveness of the actions taken in audit.
i Reference Audit Report or Food Safety GMP 11.6 Receipt, Storage & Transport eliminating or reducing the cause of the
Quality System Area
Risk Assessment : High Risk — Major Non-Compliance Corrective Action | Closed Closed out by Quality Manager
High / Medium / Low Status Closed or
- Corrective action required: Goods transferred to the factory should be Incomplete? rcomplets e Now Corracte Acion Requei
covered. Where possible they should be NowReguest Ralsed | Number Hore
an plastic pallets. They should never be on
the floor.
Person ible for corrective Action: | Warehouse Manager * Corrective Action Request Closed / Corrective Action Incomplete New Corrective
Target Date to be completed by: 8% December 2022 Action Request Number.....
* Delete as applicable
g Details of Action taken: All staff briefed that goods transferred to
the factory should be covered. Where
possible they should be on plastic pallets. N .
and that they should never be on the signed: -+ Quality Manager
floor.
i Sign to confirm action completed: Farchonse Wanager Date: - 15" December 2022....
Date Completed: 8™ December 2022
= Document Reference Carrective Action Request QMR 012 Document Reference Corrective Action Request QMR 012

Revision1 1% December 2022
Owned by: Quality Manager
Authorized By: General Manager

Revision 1 1* December 2022
Owned by: Quality Manager
Authorized By: General Manager
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SOF Food Safety Management System Guidance

There are PowerPoint training presentations that explain how the Food

Safety Management System Tools & Templates match and comply with
System Elements and Module 11 Good Manufacturing Practices of the

SQF Fundamentals for Manufacturing

ME w5 - 3 SQF Fundamentals System Elements FSMS Guide (Read-Only)

Home Insert  Design  Transitions  Animations  Slide Show Review  View &+ Share ~
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Unrivalled Assistance - Free Online Technical Support

Finally, a reminder.

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 developing your SQF Food Safety and
Management System until you achieve certification.

The contact email is support @ifsgn.com without the space

CCO0C0CCCOCCLCCAAOCRE

Click here to order the IFSON SOF Fundamentals Food Safety
Management System Implementation Package
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