SQF Food Safety Management System Implementation Workbook

This workbook is provided to assist in the implementation of your SQF Code
Edition 9 Implementation Package. The workbook is divided into 8 steps that
are designed to assist you in implementing your food safety management
system effectively:

v' Step One: Introducing the SQF Food Safety System

v’ Step Two: Senior Management Implementation

v Step Three: Food Safety Management Implementation

v' Step Four: Good Manufacturing Practices Implementation
v'  Step Five: Project Planning

v’ Step Six: HACCP Implementation

v’ Step Seven: Training

v' Step Eight: Final Steps to SQF Certification

The Implementation Workbook compliments the SQF Food Safety
Management System Implementation Package which is an ideal package for
organizations looking to meet the requirements of the SQF Food Safety
Code: Food Manufacturing Edition 9. This version has been updated in
accordance with CODEX Recommended International Code of Practice
General Principles of Food Hygiene 2022 Edition HACCP System and
Guidelines for its Application.
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The SQF Food Safety Management System Implementation Package
contains:

v

NN

Comprehensive editable Food Safety Management System
Procedures that are compliant with the SQF Food Safety Code
System Elements in Microsoft Word (US English) format
Comprehensive editable Good Manufacturing Practice Procedures
that are compliant with the SQF Food Safety Code Module 11
GMP in Microsoft Word (US English) format

A range of Sample Record Templates in Microsoft Word (US
English) format

New additional HACCP tools and guidance based on SQF Code
Requirements and CODEX General Principles of Food Hygiene
2022 Edition HACCP System and Guidelines for its Application
Introduction to the SQF Food Safety Management System
PowerPoint Presentations

HACCP Training and Internal Auditor Training PowerPoint
Presentations

Allergen Risk, Food Fraud & Supplier Risk Assessment Tools
Free Technical Support
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Step One: Introduction to the SQF Food Safety Management System
Implementation Package

Training Presentations for SQF System Elements for Food Manufacturing and
Module 11: Good Manufacturing Practices for Processing of Food Products. The
presentations will introduce the package to the management team and explain how
the Food Safety Management System Tools & Templates match and comply with the
SQF Food Safety Code.
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Step Two: Senior Management Implementation

A Senior Management Implementation checklist is provided that establishes your
Food Safety Management System fundamentals including Food Safety Policies and
Objectives.

The checklist guides Senior Management:

in planning the establishment of the FSMS

in providing adequate support to establish the FSMS

in ensuring there is adequate infrastructure and work environment
in allocating responsibility and authority

AN NI NN

This stage requires the Senior Management to meet and establish the foundations
for the Food Safety Management System:

v

v

AN NN N N NN

<\

Formulating a checklist of Customer, Regulatory, Statutory and other relevant
Food Safety requirements

Decide which Food Safety requirements the company should address and
develop relevant policies.

Based on the Food Safety Policy Management Policies establish Food Safety
Objectives

Define the scope and boundaries of the FSMS

Plan the establishment of the FSMS using the project planner

Provide adequate support to establish the FSMS

Ensure there is adequate infrastructure and work environment

Allocate responsibility and authority

Assess, plan and establish appropriate internal and external communication
(including the food chain) channels

Plan to establish a food safety culture

A meeting should now be coordinated involving all the Senior Management Team.
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Senior Management FSMS Implementation Meeting

Date
Time
Venue
Agenda
1. Formulating a checklist of Customer, Regulatory, Statutory and other relevant
Food Safety requirements
2. Decide which Food Safety requirements the company should address and
develop relevant policies.
3. Based on the Food Safety Policy Management Policies establish Food Safety
Objectives
4. Define the scope and boundaries of the FSMS
5. Plan the establishment of the FSMS using the project planner
6. Provide adequate support to establish the FSMS
7. Ensure there is adequate infrastructure and work environment
8. Allocate responsibility and authority
9. Assess, plan and establish appropriate internal and external communication
(including the food chain) channels
10.  Plan to establish a food safety culture
Attendees:
Senior Management Team
Job Title Name Role in Team
General Manager Chairman
Operations Manager Operations Reporting
Quality Manager Food Safety Reporting
Planning Manager Planning and Capacity Reporting
Distribution Manager Distribution Reporting
Maintenance Manager Services and Engineering Provision
Finance Manager Financial Reporting
Human Resources Manager Resource reporting
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Senior Management FSMS Implementation Checklist

The Senior Management FSMS Implementation Meeting should follow the guidelines
of the Senior Management Implementation Checklist:

Senior management formulate a checklist of Customer, Regulatory, Statutory and
other relevant Food Safety requirements

Customer/Regulatory/Statutory/Other Record Details

XYZ Customer Requires this

SQF Code Edition 9

Action | Food Regulations

(1) FSMA Preventive Controls Rule for Human
Food

Senior Management decides which Food Safety requirements the company should
address and develop relevant policies.

Requirement Policy Details

Action

(ii)
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At a later stage, Senior Management will be required to carry out a management review

After implementation and verification Senior Management take action to continually improve
the FSMS

The outputs from this meeting will be:

Food Safety Policy

Food Safety Objectives

Defined Scope

A Developed Project Planner

Support Plan for Implementation/Training

Plans for Infrastructure/Work Environment

Allocation of Responsibility/Authority including the appointment of an SQF
Practitioner

Defined Communication Channels

An Action Plan to lead and support a food safety culture within the site

AN NN N NN

AN
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Senior Management can choose/adapt the templates supplied with the system to
assist in documenting policies and objectives:

Food Safety Policy and Objectives
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Food Safety Policy

The company'’s food safety policy is to provide competitive products and services of the highest
standards of performance and reliability. By achieving this goal, the company will consistently satisfy the
mutually agreed needs and expectations of its customers, achieve business success and ensure that our
products are always safe to consume and conform to statutory and regulatory requirements.

Senior Management are committed to implementing and maintaining an effective SQF System and to
support its ongoing improvement through adoption of a food safety quality management system
containing food safety policies and procedures that meet legal requirements, and industry best practices
so reflecting the competence of the company to customers and independent authorities. As part of this
commitment Senior M 1t have blished processes to improve the effectiveness of the SQF

System to demonstrate continuous improvement.

The Company recognizes that a successful food safety culture can be achieved only by following safe
working practices and procedures developed through effective hazard analysis, training and experience.
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 2022: Section 2: General
Guidelines for the Application of the HACCP System and Section 3: 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.

To ensure success of this policy Senior Management are directly responsible 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

g ensure ad te resources are available to achieve food safety and quality objectives and
to support the development, implementation and mai e and ongoing impr t of the SQF

System. Detailed organizational arrangements and food safety responsibilities for all levels of
management are contained in the food safety and guality manual.

Achievement of this policy involves all staff being individually responsible for the quality of their work,
resulting in a continual improvement culture and working environment for all. All employees 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
is not put at risk. All employees are required to co-operate with any authorized person to ensure that
customer, statutory and regulatory obligations are properly complied with.

This policy is thoroughly communicated throughout the organization in all applicable languages and a
copy is provided and explained to each employee by the Department Manager or the Quality Manager.

Document Reference FS 2.1.1.1 Food Safety Policy
Revision 0 1% August 2023

Owned by: General Manager

Authorized By: Managing Director
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Senior Management Define the Scope of the Food Safety Management System:

The scope of the Food Safety Management System includes 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 the SQF Food Safety Code
for Manufacturing Edition 9.

The scope of the Food Safety Management System includes all customer, statutory
and regulatory documents applicable to the business:

Food Regulations

National/International Standards

Customer Codes of Practice

Food Safety Modernization Act (FSMA) Rules (if applicable)

The company has a system in place through the Industry Federation to ensure that it
is kept informed of all relevant legislation, food safety issues, legislative scientific and
technical developments and Industry Codes of Practice applicable in the country of
production and, where known, the country where the product will be sold. This
information is used for reference and Hazard Analysis.

Where products or services are outsourced the organization assumes full control of
this process.

Senior Management Establish the Project Plan

Using the Excel Project Planner Senior Management adapt the template supplied
with the system to establish a Project Plan.
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Senior Management provide adequate support to establish the FSMS

Senior management establish and provide adequate support to establish the FSMS
including the resource required to complete the implementation plan, establish,
implement and maintain the Food Safety Management System, conduct Internal
Audits and Monitor & Measure.

Senior management provide adequate support to establish the FSMS

Resource requirement Details

Food Safety Team Leader/SQF
Practitioner/PCQI

Food Safety Team

Action | FSMS Steering Group

(vi)

Trainers

Internal Auditors
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Senior Management establish and provide Infrastructure and Work Environment

Requirements

Senior Management provide the Infrastructure and Work Environment required to
establish the Food Safety Management System. Having assessed the resources
required to implement, maintain, and improve the Food Safety Management System,
these resources should be provided including:

Building and Maintenance requirements identified in Step 2
Skilled Personnel

Suitable materials

Suitable equipment

Appropriate Hardware and Software

Infrastructure

Information

Finances

Audit resource

Training resource

Action

(vii)

Senior management ensure there is adequate infrastructure and work environment

Infrastructure/Work environment

; Details
requirements

www.{cisys.com



https://tcisys.com/sqf-code-food-safety-management-system
https://tcisys.com/sqf-code-food-safety-management-system
https://tcisys.com/

SQF Food Safety Management System Implementation Workbook

Remember the SQF Practitioner is verified by the SQF Auditor at each Audit to
ensure:

v' They are employed by the Supplier as a permanent full time employee and hold
a position of responsibility in managing of the Food Safety Management System

v' Have completed a HACCP Training Course and be experienced and competent
to implement and maintain HACCP Plans

v' Have an understanding of the SQF Food Safety Code for Manufacturing Edition
9 (Completion of the “Implementing SQF Systems Training Course Exam” would
meet this requirement)

The SQF Practitioner is also likely to be the PCQI: Preventive controls qualified
individual means a qualified individual who has successfully completed training in the
development and application of risk-based preventive controls at least equivalent to
that received under a standardized curriculum recognized as adequate by FDA or is
otherwise qualified through job experience to develop and apply a food safety
system.

Key Personnel and Nominated Deputies

Job Title Job Holder Nominated Deputy

Emergency Response Coordinator

Food Safety Team Leader

General Manager

Operations Manager

Production Manager

Warehouse Manager

Maintenance Manager

Factory Safety Manager

Human Resource Manager

Quality Manager

Production Supervisor

Packing Manager

Distribution Manager

Planning Manager

Goods Receipt Manager

Design and Development Manager

Purchasing Manager

Customer Service Manager

Laboratory Manager
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Senior Management Establish Food Safety Management System Steering Group

Food Safety Management System Steering Group

FSMS Team Member Name Position Qualification

FSMS Team Leader

FSMS Assistant Leader

FSMS Team Members

Senior Management Establish a Food Safety Team

Food Safety and Quality Audit Team

FSMS Audit Team Name Position Qualification
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Senior Management Establish a Product Recall/Crisis Management Team

Crisis Management/Product Recall Team

Crisis

Coordinator Contact Details

Crisis Name

Health and

Fire or Site evacuation Safety Manager

Utility Supply failure Maintenance

Manager
IT systems failure Ol\ﬁel’atlons
anager
Water Supply Contamination Quality Manager
Breaches of security I\SIEeneraI
anager
Distribution Failure Distribution
Manager
Extortion or Sabotage I\C/I:Jeneral
anager
Product Safety or Quality Quality Manager
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Senior Management Establish Food Safety Responsibility & Authority Levels

Example Key Responsibilities

Responsible

Process P Activity
ersons
Purchases Purchasing Purchase ingredients from approved and certified
Manager sources
Ensure purchase orders comply with applicable
specifications
Leads Food Fraud Team
Develops Food Fraud Mitigation Plans
Quality Supplier Approval
Manager Ensure adequate information on supply application form
Ensure suppliers adhere to supply handling practices
Perform supplier audits and review supply status where
necessary
Receiving and QA/QC & Compare Purchase Order and Delivery note or check
warehousing Store contracts as per Suppliers Specifications criteria (if
Executives applicable)
Check receiving temperature, pest infestations, quality,
packing conditions and truck hygiene.
Observe unloading practices
Handle incoming goods as per documented procedures
Ensure Good Storage Practices and FIFO rotation
principles
Report Non-conformances at Receipt and in Storage
Preparation of QA/QC, Follow safe food preparation and handling practices
Ingredients Production Check environmental hygiene and safety
Manager & Check equipment process performance and
Production maintenance
Executive Check water quality and safety
Check raw materials identification and traceability
Production QC/QC, 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, coding and | Production Follow safe capping procedures
packing Supervisor & | Ensure food in primary packaging are hygienically
Operators located

Ensure coding for traceability is performed to
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FS 2.5.3C Preventative Action Request

FS 2.5.4 Internal Audits and Inspections

FS 2.5.4A Audit and Inspection Schedule

FS 2.6.1 Product Identification

FS 2.6.2 Product Trace

FS 2.6.2A Traceability System Diagram

FS 2.6.2B Batch Identification System

FS 2.6.2C Label Retention and Check

FS 2.6.3 Product Withdrawal and Recall

FS 2.6.3A FDA Recall Template

FS 2.6.4 Crisis Management Planning

FS 2.7.1 Food Defense Plan

FS 2.7.1A Food Defense Threat Assessment
FS 2.7.2 A Food Fraud Assessment Instructions
FS 2.7.2 Food Fraud

FS 2.7.2A Food Fraud Assessment Template
FS 2.8 Allergen Management

FS 2.8.1A Allergen Management Tool

FS 2.8.1B Allergen Clean Validation

FS 2.8.1C Allergen Clean Verification

FS 2.8.1D Appendix Ingredient Allergen Management - Color Coding
FS 2.8.1E Allergens

FS 2.8.1F Allergen Management Records

FS 2.9 Training

FS 2.9A Sample Work Instruction

SQF Code 2.2 Document Control and Records

2.2.1 Food Safety Management System (Mandatory)
A food safety management system must be documented and
maintained including:
Food safety policies and methods
Organization chart
The processes and products included in the scope of
certification
Food safety regulations that apply
Raw material, ingredient, packaging, and finished product

specifications A{

Food safety procedures, pre-requisite programs, food safé
plans and process controls that impact product safety
Other documentation ...........
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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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Setting Up Your Food Safety Management System Documentation

It is important to start off your project with an agreed template for your documents
and records. The documents 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
documents into your template as you go along developing your system.
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Food Safety Management System Record Templates

A range of sample food safety record templates are included in the package:

Name ~

- FSR 001 Management Review Record.docx

° FSR 002 Training Record.docx

- FSR CCP Validation - Metal Detection.docx

° FSR Chemical Register.docx

FSR CIP Pipe Flow Rate Conversion Table.xlsx
FSR CIP Programs Log.xIsx

“ FSR Cleaning Schedule.docx

~ FSR Complaint Investigation Form.docx

“ FSR Corrective Action Request

° FSR Design and Development.docx

- FSR Dispatch and Distribution Verification Record.docx
- FSR Document Master List.docx

° FSR Drain Cleaning Procedure.docx

° FSR Engineering Hygiene Clearance Record.docx
° FSR Equipment Cleaning Procedure and Record.docx
- FSR Equipment Commissioning Checklist.docx

° FSR First Aid Dressing Issue Record.docx

- FSR Food Safety Quality System Audit Form.docx
* FSR General Cleaning Procedure.docx

° FSR GHP Audit Checklist.docx

° FSR Glass & Brittle Material Breakage Log.docx

“ FSR Glass and Brittle Plastic Register.docx

“ FSR Goods In Inspection Record.docx

- FSR Goods In QA Clearance Label.docx

“ FSR Hygiene Policy Staff Training Record.docx

- FSR Internal Audit Corrective Action Summary.docx
“ FSR Knife Breakage Report.docx

- FSR Knife Control Record.docx

* FSR Label Retention and Check

° FSR Maintenance Work Hygiene Clearance Form.docx
* FSR Metal Detection Record.docx

° FSR Non Approved Supplier Sample Plan.docx

- FSR Non Conformance Notification.docx

° FSR Non-Conformance Record.docx

- FSR Outgoing Vehicle Inspection Record.docx

° FSR Packing Traceability Record.docx

“ FSR Pre Employment Medical Questionnaire.docx
° FSR Preventative Action Request

- FSR Process Change Approval Record

~ FSR Process Change Minor Approval Record.docx
- FSR Process Validation Record.docx

~ FSR Product Hold Label.docx

- FSR Product Recall Record.docx

- FSR Product Recall Test Record.docx

- FSR Product Recall Trace.docx

- FSR Product Release Record.docx

“ FSR PRP Cleaning Verification Record.docx

- FSR QA Online Check Sheet.docx

“ FSR Return to Work Form.docx

“ FSR Root Cause Analysis.docx

“ FSR Sample Cleaning Record.docx

~ FSR Sample Equipment Cleaning Record.docx

“ FSR Sample Filler Cleaning Record.docx

- FSR Shelf Life Confirmation Record.docx

“ FSR Site Audit Checklist.docx

- FSR Supplier Evaluation Form.docx

FSR Supplier Register.xlsx

° FSR Supplier Self Assessment Form.docx

“| FSR Traceability Record.docx

“ FSR Vehicle Hygiene Inspection Record.docx

- FSR Visitor Questionnaire.docx

° FSR Warehouse Cleaning Record.docx

> Validation Records

> Verification Records

v
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Step Four: Good Manufacturing Practices Implementation

The SQF Food Safety Management System Implementation Package contains a
comprehensive Good Manufacturing Practice procedural templates so you don't
have to spend 1,000's of hours writing compliant procedures:

I

Name A

° GMP 11.1 Site Location and Premises & FSMA.docx

~ GMP 11.1A Site Premises Factory Plan.xlsx

- GMP 11.1A Site Premises Plan.docx

~ GMP 11.2.1 Repairs and Maintenance & FSMA.docx

- GMP 11.2.2 Maintenance Staff and Contractors.docx

-~ GMP 11.2.3 Calibration & FSMA.docx

 GMP 11.2.4 Pest Prevention & FSMA.docx

~ GMP 11.2.5 Cleaning and Sanitation.docx

' GMP 11.3 Personnel Hygiene and Welfare.docx

~ GMP 11.3A Protective Clothing Risk Assessment.docx

- GMP 11.4 Hygiene Policy.docx

- GMP 11.4 Personnel Processing Practices.docx

~ GMP 11.5 Water, Ice and Air Supply & FSMA.docx

- GMP 11.6 Receipt, Storage and Transport & FSMA.docx

~ GMP 11.7.1 Separation of Functions & High-Risk Processes & FSMA.docx
- GMP 11.7.1A Personnel High Risk Hygiene Barrier.docx

° GMP 11.7.2 Thawing of Food.docx

-~ GMP 11.7.3 Control of Foreign Matter Contamination.docx
~ GMP 11.7.3A Glass Policy.docx

- GMP 11.7.3B Control of Brittle Materials.docx

' GMP 11.7.3C Glass & Brittle Material Breakage Procedure.docx
-~ GMP 11.7.3D Control of Knives.docx

- GMP 11.7.4 Detection of Foreign Objects.docx

- GMP 11.8 Waste Disposal & FSMA.docx

The documents are provided in Microsoft Word English (US) format and are easily
edited to suit your organization.

oo MHW-C & = 2 GMP 11.2.4 Pest Provention & FSMA [Compatibility Mode]
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Step Five: Project SQF Implementation

The package contains project tools to assist in achieving SQF certification. In this
part of the package you will need to:

v' Make sure that the Steering Group are established and briefed
v" Make sure that the Steering Group take control of the Project Plan
established by Senior Management

Food Safety Management System Steering Group

FSMS Team Member Name Position Qualification

FSMS Team Leader

FSMS Assistant Leader

FSMS Team Members
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Project Plan

The Steering Group use the Excel Project Plan developed by Senior Management as a step by step guide to implementing the
Food Safety Management System.

ee M4 A
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Project Planning Tasks

Responsibility

Comments

Due Date for
Completion

Date
Completed

Senior management demonstrate a

Senior Management

Completed in Step 2

commitment to food safety Team
2) Semor managem_ent issue a food safety Senior Management Completed in Step 2
policy and objectives Team
3) Senior management plan to establish a Senior Management Completed in Step 2
food safety culture Team
4) Senior management define the scope and Senior Management .
boundaries of the FSMS Team Completed in Step 2
5) Senior management plan the Senior Management .
establishment of the FSMS. Team Completed in Step 2
6) Senior management provide adequate Senior Management .
support to establish the FSMS. Team Completed in Step 2
7) Senior management ensure there is Senior Management
adequate infrastructure and work Teamg Completed in Step 2
environment.
8) Senior management appoint a food safety Senior Management .
team leader/SQF Practitioner Team Completed in Step 2
9) Senior management appoint the food Senior Management Completed in Step 2
safety team. Team
10) FSMS responsibilities and authorities are Senior Management .
: Completed in Step 2
documented and communicated Team
11) Foqd safety communication systems are Senior Management Completed in Step 2
put in place Team
12) Senior management provide the resources
required to establish, document, Senior Management .
. L Completed in Step 2
implement, maintain and update the Team
FSMS.
13) Systems are put in place to control FSMS Use FS 2.2.2 Document

documents and records

Steering Group

Control & FS 2.2.3
Record Control

www.tcisys.com



https://tcisys.com/sqf-code-food-safety-management-system
https://tcisys.com/sqf-code-food-safety-management-system
https://tcisys.com/

SQF Food Safety Management System Implementation Workbook

GMP 11.6 Receipt, Storage and Transport
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Project Tasks 19 — 33

Project Tasks 19 — 33 are to be completed by the Food Safety Team. Guidelines for these tasks are included in Step 6 HACCP
Implementation Section.

The tasks are based on CODEX Recommended International Code of Practice General Principles of Food Hygiene 2022 Edition -
HAZARD ANALYSIS AND CRITICAL CONTROL POINT (HACCP) SYSTEM AND GUIDELINES FOR ITS APPLICATION -
SECTION 19: APPLICATION

RN
O

Assemble HACCP Team and Identify Scope (Step 1)

N
o

Describe product (Step 2)

N
N

Identify intended use and users (Step 3)

N
N

Construct flow diagram (Step 4)

N
w

On-site confirmation of flow diagram (Step 5)

N
o

List all potential hazards that are likely to occur and associated with each step (Step 6/ Principle 1)

N
(9]

Conduct a hazard analysis to identify the significant hazards (Step 6/ Principle 1)

N
»

Consider any measures to control identified hazards (Step 6/ Principle 1)

N
~

Determine the Critical Control Points (Step 7/ Principle 2)

N
(¢}

Establish validated critical limits for each CCP (Step 8/ Principle 19)

N
©

Establish a Monitoring System for Each CCP (Step 9/ Principle 4)

w
o

Establish corrective actions (Step 10/ Principle 5)

w
=

Validation of the HACCP Plan (Step 11/ Principle 6)

w
N

Establish Verification Procedures

s~~~ |~ |~~~ |~~~ |~~~ ~

w
w

Establish Documentation and Record Keeping (Step 12/ Principle 7)
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Step Six: HACCP Implementation Guide

Included in the package are FS 2.4.3 Food Safety Plan and supplementary HACCP
documents in the Additional HACCP Tools Folder including the SQF 9 CODEX
HACCP Calculator 2023 and Instructions:

000 M H v+ & B + JAFS243FoodSafetyP.. Qv
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Food Safety Plans

Introduction

We are a leading food company committed to producing safe and legal products in line with legislation
and to continuously improve our standards of hygiene, quality and safety in relation to both our product
range and the environment in which we manufacture these products. As part of this commitment, all
products and processes used in the manufacture of food products are subject to hazard analysis based
on the Codex Alimentarius HACCP principles and the requirements of SQF Food Safety Code: Food
Manufacturing.

The Food Safety Manual demonstrates due diligence of the company in the effective planning,
development and impl ion of the food safety management system. These documents are fully
supported by the completion of a Food Safety plan and the records specified in this manual for the

itoring of pl d activities, mail e and verification of control measures and by taking
effective actions when non-conformity is encountered. All food safety h ds, that may bly 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.

The Food Safety Management System is fully supported by established verification procedures and
validation of the control measures/combination of control es that are impl d through
good manufacturing practices (when applicable) or the Food Safety plan.

HACCP Application

The Company Food Safety Sy has been developed based on CODEX Recommended International
Code of Practice General Principles of Food Hygiene 2022 Edition - CHAPTER TWO - HAZARD ANALYSIS
AND CRITICAL CONTROL POINT (HACCP) SYSTEM AND GUIDELINES FOR ITS APPLICATION - SECTION 19:
APPLICATION

19.1 Assemble HACCP Team and Identify Scope (Step 1)

19.2 Describe product (Step 2)

19.3 Identify intended use and users (Step 3)

19.4 Construct flow diagram (Step 4)

19.5 On-site confirmation of flow diagram (Step 5)

19.6 List all potential hazards that are likely to occur and associated with each step, conduct a hazard
analysis to identify the significant hazards, and consider any measures to control identified hazards (Step
6/ Principle 1)

19.7 Determine the Critical Control Points (Step 7/ Principle 2)

19.8 Establish validated critical limits for each CCP (Step 8/ Principle 19)

19.9 Establish a Monitoring Sy for Each CCP (Step 9/ Principle 4)

19.10 Establish corrective actions (Step 10/ Principle 5)

19.11 Validation of the HACCP Plan and Verification Procedures (Step 11/ Principle 6)

19.11.1 Validation of the HACCP Plan

Document Reference FS 2.4.3 Food Safety Plans
Revision 0 1* August 2023

Owned by: Quality Manager

Authorized By: General Manager

Ijj!
I]1f
1
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% An Introducticn to HACCP.pptx
I Sample HACCP Documents
@ SQF 9 HACCP Calculetor 2023.xlsx
= SQF 8 HACCP Calculstor Instruction 2023.pdf

The main tool here is the SQF 9 HACCP Calculator 2023
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The SQF 9 HACCP Calculator 2023 Instructions

Follow the step by step guide to implementing your HACCP using the documents
supplied and the SQF 9 HACCP Calculator 2023. These instructions need to be read
and understood and used in conjunction with this Implementation Workbook

A HACCP Calculator Instruction CODEX SQF 9 TCI 2023

& 'A 1 S + S shaperill -
&
tto  Picture Shapes Txt Arrange  Qui k #' Shape Outiine ~
B

® TCI SYSTEMS

HACCP Calculator Instructions
CODEX 2022 & SQF 9
&

| Slide10f46 English (United States) = Notes ¥ Comments 5T - — — + 1% B

HACCP Training PowerPoint Presentation

This folder also contains an Introduction to HACCP Training PowerPoint
Presentation which is supplied to introduce your food safety team in the preliminary
steps to a Hazard analysis, the principles of HACCP and how to utilize the HACCP
Calculator in implementing your HACCP system.

C 3 N ) M a o~ = 78 An Introduction to HACCP (Read-Only)

Home Insert Design Transitions Animations Slide Show Review View
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An Introduction to |
HACCP Training Guide

£ EDITION 9 &
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There is a Sample HACCP Documents Sub-Folder

Name

Appendix Jll_Proposed decision tree 2022.jpg
~ Finished Product Sumnmary Sample.docx
" Flow Diagram Sign Cff Form.docx
~ HACCP Flow Diagram Example.dccx
" HACCP Steering Group Review Sample.docx
IFSQN HACCP Webinar Hazard Analysis Prompt.pdf
" Product Description Example.docx
" Raw Material Summary Example.docx
- Sample Blank HACCP Validetion Ferm.docx
- Sample Blank Validaticn Record.docx
~ Sample CCP Procedure Ice Cream Pasteurization
- Sample CCP Record Samplz Pasteurizer Log Sheet.docx
Sample CCP Validation FDA Pasteurization Time.pcf
- Sample Corrective Action Requast Record.docx
- Sample Critical Control Point Validation Record.docx
- Sample Finished Product Summary.docx
- Sample Flow Diagram Sign Off Form.docx
- Sample Glass Control Ver'lication Record.docx
- Sample Goods In Inspeclion Reco d.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 Summery.docx
- Sample PC Procedure Material Acceptance.docx
-~ Sample Product Description.docx
" Sample QM 1 Pasteurizztion Procedura.docx
- Sample QMR 1 Pasteurizer Log Sheet.docx
- Sample Raw Material Release Record.docx
- Sample Raw Material Summary.docx
° Sample Supplier Register Document.xIsx
" Sample Yoghurt Flow Diagram

ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ”lﬂﬂﬂﬂﬂﬂﬂﬂa.ﬂﬂﬂﬂﬂﬂ.‘\.

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

The Food Safety System needs to be developed based on CODEX Recommended
International Code of Practice General Principles of Food Hygiene 2022 Edition -
CHAPTER TWO - HAZARD ANALYSIS AND CRITICAL CONTROL POINT
(HACCP) SYSTEM AND GUIDELINES FOR ITS APPLICATION - SECTION 19:
APPLICATION

19.1 Assemble HACCP Team and Identify Scope (Step 1)

19.2 Describe product (Step 2)

19.3 Identify intended use and users (Step 3)

19.4 Construct flow diagram (Step 4)

19.5 On-site confirmation of flow diagram (Step 5)

19.6 List all potential hazards that are likely to occur and associated with each step,
conduct a hazard analysis to identify the significant hazards, and consider any
measures to control identified hazards (Step 6/ Principle 1)

19.7 Determine the Critical Control Points (Step 7/ Principle 2)

19.8 Establish validated critical limits for each CCP (Step 8/ Principle 19)

19.9 Establish a Monitoring System for Each CCP (Step 9/ Principle 4)

19.10 Establish corrective actions (Step 10/ Principle 5)

19.11 Validation of the HACCP Plan and Verification Procedures (Step 11/ Principle
6)

19.11.1 Validation of the HACCP Plan

19.11.2 Verification Procedures

19.11.3 Establish Documentation and Record Keeping (Step 12/ Principle 7)

19.12 Training

Task 19 Assemble HACCP Team and ldentify Scope

The Food Safety Team is confirmed and trained and the HACCP Scope is defined

Food Safety Team

A core multi-disciplinary team needs to be utilized to develop the Food Safety
Management System and Food Safety Plans. This team must include a Food Safety
Team Leader (Normally the SQF practitioner) and technical, production, and
engineering personnel with knowledge of the relevant raw materials, packaging,
processing aids, products and associated processes.

The Food Safety (HACCP) Team Leader is required to have an in-depth knowledge
of CODEX HACCP Principles, developing HACCP (food safety) plans and must be
able to demonstrate competence, experience and training. Where there is a legal
requirement for specific training, the HACCP Team Leader is required to have
received this training/qualification.

Expert external assistance may be used as an aid, when in-house knowledge is

limited, but day-to-day management of the food safety system remains the
responsibility of the HACCP Team.
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Confirmation of the Food Safety Team and Training

Team Member HACCP Training

Quality Manager

SQF Practitioner AelEIREEE

Food Safety Plan Scope

The Food Safety Team need to define the scope of the hazard study and the
potential risks and control measures required to safely manufacture relevant
products/processes.

Food Safety Plans need to cover the process steps from:

- Supplier

- Intake

- Storage

- Processing
- Packing

- Storage

- Dispatch

- Distribution

Scope is defined by consideration of the extent of the food chain, product description
and parameters, the intended consumer group and end-use. The scope considers
relevant Customer, Regulatory, Statutory and other relevant Food Safety
requirements.

The HACCP study needs to cover all types of hazards (Allergens, Physical — foreign
bodies, Chemical and Biological).

The HACCP study should be conducted using all relevant information including
legislation, known hazards, industry codes of practice, customer requirements,
historic and scientific information. Sources of information are documented and

maintained.
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Task 23 On-site confirmation of flow diagram

The flow diagram should be confirmed physically on site by the Food Safety team
who should conduct a walk through verifying all steps in the process.
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Task 24 List all potential hazards that are likely to occur and associated with each
step

The Food Safety Team should now identify and list all the potential hazards that are
likely to occur and associated with each step for each product and process category.

The Food Safety Team should identify hazards taking into account the steps
preceding and following the specified operation, process equipment, process service
and surroundings and preceding and following links in the food chain.

The Food Safety Team should record the food safety hazards that are reasonably
likely to occur for each product and process category in each process facility as
identified by the information gathered in the steps so far:

- HACCP Scope

- Raw Materials

- Product Description

- Intended Use

- HACCP Flow charts

- Description of Process Steps
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In addition, Food Safety Hazards are identified and recorded based on:

- Experience (Food Safety Team knowledge)

- External Information such as epidemiological studies and other historical
information relating to the product food safety

- Information from the Food Chain on Food Safety Hazards of relevance for
intermediate products, end products and the product end of the food chain

- Customer complaints

- Previous internal non-conformances are used to help assess the risk.

This hazard list is referred to as a preliminary hazard list and covers all hazards that
could potentially occur in the product.

The food safety team can also use the HACCP Hazard Analysis Prompt included in
the Sample HACCP Documents Folder to identify potential food safety hazards:

Hazard Analysis Prompt

Hazard Analysis Prompt Answers in Detail

Are the raw materials, ingredients or food contact
packaging likely to have chemical, biological or physical
hazards present?

Are there any characteristics in the composition of the
food during which can prevent a hazard? E.g.
Preservatives, pH, Water Activity

Does the food permit survival or multiplication of
pathogens and at which stages?

Does the process include a controllable step that
destroys pathogens or their toxins? (Consider spores)

Is it possible the product could be subject to
recontamination?

Is product contamination (consider direct and indirect
contamination) with hazardous microbiological
organisms from equipment, process environment or
personnel likely to occur?

Is product contamination (consider direct and indirect
contamination) with hazardous chemical substances from
equipment, process environment or personnel likely to
occur?

Is product contamination (consider direct and indirect
contamination) with hazardous physical objects from
equipment, process environment or personnel likely to
occur?

Is it likely that the food contains viable spore forming
pathogens?

Is it likely that the food contains viable non-spore
forming pathogens?

What is the normal microbial content of the food stored
under proper conditions?

Does the microbial population increase during the time
the food is stored before consumption?

Does that increase in microbial population alter the
safety of the food?

Does the layout of the facility provide an adequate
separation of raw materials from ready-to-eat foods?
Will the equipment provide the time and temperature
control that is necessary to meet critical limits?

Is the equipment reliable or is it prone to frequent
breakdowns?
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Hazard Analysis Prompt

(iv) Transportation practices;

(v) Manufacturing/processing procedures;

(vi) Packaging activities and labelling activities;

(vii) Storage and distribution;

(viii) Intended or reasonably foreseeable use;

(ix) Sanitation, including employee hygiene; and

(x) Any other relevant factors, such as the temporal
(e.g., weather-related) nature of some hazards (e.g.,
levels of some natural toxins).

The hazard identification process should consider known or reasonably foreseeable hazards including:

(i) Biological hazards, including microbiological hazards
such as parasites, environmental pathogens, and other
pathogens

(i) Chemical hazards, including radiological hazards,
substances such as pesticide and drug residues, natural
toxins, decomposition, unapproved food or color
additives, and food allergens

(iii) Physical hazards (such as stones, glass, and metal
fragments)

The hazard evaluation must include an evaluation of
environmental pathogens whenever a ready-to- eat
food is exposed to the environment prior to packaging
and the packaged food does not receive a treatment or
otherwise include a control measure (such as a
formulation lethal to the pathogen) that would
significantly minimize the pathogen.

The hazard identification process should consider known or reasonably foreseeable hazards that may be
present in the food for any of the following reasons:

(i) The hazard occurs naturally; such as toxin production
(such as aflatoxins or mycotoxins)

(ii) The hazard may be unintentionally introduced; or
(such as chemical contamination)

(iii) The hazard may be intentionally introduced for
purposes of economic gain. (such as melamine)

TCI SYSTEMS
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The food safety team can also use the Hazard & Control Measure Identification Form
included in the Sample HACCP Documents Folder to log Hazards & Control
Measures:

o000 M H v~ & - H&Hazad&Co.. Q- ©-
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Hazard & Control Measure Identification Form

Hazard Category
Step Biological
Number Step Name Chemical Control Measure
Physical
HACCP 2023 https://tcisys.com/
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Task 25 Conduct a hazard analysis to identify the significant hazards

The food safety team perform a food safety hazard analysis to identify and document
significant food safety hazards

For each Food Safety Hazard Identified, the acceptable level of the hazard in the
end product is determined, justified and recorded taking into account regulatory
requirements, customer food safety requirements, historic information, scientific
literature, professional experience and intended use by the customer.

;t:riber Step Name Hazards Identified
1 Delivery of Material A Stones
1 Delivery of Material A Campylobacter spp.
1 Delivery of Material A Contamination with Bacteria from pests
1 Delivery of Material A Pesticides

This information can be logged in the SQF 9 HACCP Calculator 2023:

HACCP CALCULATOR CODEX & SQF 9 2023
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Task 27 The food safety team assess the food safety hazards

Each potential food safety hazard should now be risk assessed by the Food Safety
Team to determine whether its elimination or reduction to acceptable levels is
required to produce a safe product and also any controls required to achieve the
acceptable levels.
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For each step grades of impact (severity of adverse health effects) and probability
(likelihood of a food safety hazard occurring) need to be allotted and the combined
matrix used to judge the severity and priority for elimination or minimization of the
hazard. The Food Safety Team should identify the hazards that need to be
prevented, eliminated or reduced to acceptable levels.

The Food Safety Team need to consider the probability of the hazard occurring, the
severity of the hazard on the consumer, the vulnerability of the targeted consumer,
the survival and multiplication of any biological hazards and any likely toxin
production, the presence of chemicals or foreign bodies, contamination at any stage
in the process and possible deliberate contamination or adulteration.

This process is assisted using the worksheet Hazard Calculator of SQF 9 HACCP
Calculator 2023:
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13 1 AMF Delivery Biological Bacteria (spore-forming) General 3 3
14 1 AMF Delivery Bacteria (spore-forming) General 1 3 3
15 1 AMF Delivery Bacteria (spore-forming) General 3 3
16 1 AMF Delivery Bacteria (spore-forming) General 3 3
4 > Process Flow HACCP Calculator HACCP Category HACCP Validation Good Manufacturing Pra +
Ready Average: 2 Count:2 Sum: 4 A = o 100%

Taking these factors into account a rating is given for probability and severity. Use
the SQF 9 HACCP Calculator 2023 to assist

Firstly, the Food Safety Team assess the likelihood of the hazard occurring:
- 1 for Highly Unlikely

- 2 for Possible
- 3 for Likely
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Then the Food Safety Team assess the severity of the hazard:
- 1 for Not Severe
- 2 for Could possibly cause illness
- 3 for Severe (Could be fatal)

The Food Safety team should determine all the Significant Food Safety Hazards
which score a 9 as highlighted in red.

All of the food safety hazards that score a 9 are regarded as significant and form the
Significant Food Safety Hazard List.

The SQF HACCP Calculator provided can be used to assist in this process.

HACCP Calculator Instruction

HACCP CALCULATOR CODEX & SQF 9 2023

'
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Task 26 Consider any measures to control identified hazards

For each step in the flow diagram the Food Safety team should describe the step
and the control measures so that at the next stage the team can identify and assess
food safety hazards and their control measures. The control measures to be
described include:

- Those applied at each step

- Those intended or included in PRP(s)

- Those identified in relevant information as described in HACCP scope
- Those applied at other stages in the food chain

- Those applied to end products

- Those introduced by community schemes
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Task 27 The food safety team identify critical control points (CCP)s for significant food safety hazards

Hazard Assessment is carried out using the HACCP decision tree. Hazards identified at critical control points by the decision tree
are controlled in the Food Safety/HACCP Plan. Significant hazards that are not critical are also validated.

Q1. Can the significant hazard be controlled This step is not a
to an acceptable level at this step by Yes >} CCP.
prerequisite programs (e.g. GHPs)*?

2! This step is not a
P CCP.
. Q?. Do §pegﬁc control measures fgr an > " Subsequent steps
identified significant hazard exist at this step? should be evaluated
for a CCP**.
Yes
v
! Ql& Willa §ubsgquen¥ stgp prevent or Yes |, That subsequent step
eliminate the identified significant hazard or should be a CCP.
reduce it to an acceptable level?
i\

Modify the step,
Q4. Can this step specifically prevent or process or product to
eliminate the identified significant hazard or ’ implement a control
reduce it to an acceptable level? *** measure ****

4

ey S »| This step is a Critical
Control Point (CCP)

* Consider the significance of the hazard (i.e., the likelihood of occurrence in the absence of control and the severity of impact of
the hazard) and whether it could be sufficiently controlled by prerequisite programs such as GHPs. GHPs could be routine GHPs or
GHPs that require greater attention to control the hazard (e.g. monitoring and recording).

** If a CCP is not identified at questions 2-4, the process or product should be modified to implement a control measure and a new
hazard analysis should be conducted.

***Consider whether the control measure at this step works in combination with a control measure at another step to control the
same hazard, in which case both steps should be considered as CCPs.

****Return to the beginning of the decision tree after a new hazard analysis.
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Task 27 The food safety team identify critical control points (CCP)s for each food
safety hazard

Critical Control Points are established using the decision tree as the latest step in the
flow path where controls can be effectively administered for a particular Significant
Food Safety Hazards.

The Hazard Assessment is conducted using the HACCP Calculator (SQF 9 HACCP
Calculator 2023 xIsx file) to answer the decision tree questions and indicate the
critical control points.

The Hazard Analysis:

B SQF HACCP Calculator CODEX 2022 SQF 9
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The HACCP Calculator highlights significant hazards and critical control points in
dark red.

Control of GMP(s)

GMP(s) for significant hazards are documented by the HACCP Team and include
details of the Hazards to be controlled, the control measures applied, the monitoring
procedures (parameters, frequency and records), corrections and corrective actions
to be taken when outside acceptable limits. For each control measure and GMP(s)
responsibility and authority is defined.

If a significant hazard is identified at a step in the process, but no control measure

exists, then the process has to be modified to include an appropriate control
measure.
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Step Seven: Training

A significant part of the implementation process is training. FS 2.9 Training
procedure template is provided.
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Mailings

Training Training

Introducti
food safety and provide the appropriate education and/or training. Personnel responsible for

The company has established, i d updates a Food
System for the site. A requirement of this system s the revew and provision of human resources and
training. In the process of the Food Safety Qu: the Senior
Management team has established and provided the resources required.

taken when results are outside critical limits and there s a loss of control. Documented supervisory
procedures are in place for all eritical control point monitoring.

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

Procedure - Individual Training records including:
it «  Description of training

Senior management team identify and provide the human resources and training needed to maintain Skills description

the food safety quality systems, meet site policies and objectives, and to meet customer requirements. Name of trainee

Careful consideration is given to the amount of competent trained personnel required whilst also Confirmation of training

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.

Date and duration of training

Trainer details

v=nﬂauun that the trainer has assessed the trainee and found them to be
etent

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

" requirements shall be competent on the basis of appropm(e education and training, and/or where
applicable, on the basis of skills and expe . Atraining d
adequate supervision is putIn lace for all new personnel until they have been assessed as competent.

Idanufymg the competencies needed for specific roles
Reviewing and auditing the implementation and effectiveness of the training and the
competency of the trainer with a view to taking action to improve the training.

Specific training schedules and records are applied for staff whose roles include:
Basic elements of employee training will necessarily include hyglene requirements and awareness of the
g relevance and importance of their activities in and to
safety. Personnel are also made aware of the Important contribution of ffectiv nternaland external
communication. -

Developing and applying good manufacturing practices.

Applying legal, regulatory and statutory requirements.

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 -
ccompetent and have the appropriate level of education, training skills and experience. Specific training -

m in tasks Y to meet customer
of personnel whose activities have an impact on food safety such as momtonnu cnucal eomml points is - Involvement in the effective implementation of the food safety management system and
compulsory as are tasks identified as critical to meeting influencing process efficiency
of the SQF System. Documented work mnrumnns are available for all tasks critical to ensuring the - Authorizing product release
ducts meet customer food safety, quality and process efficiency.
= HACCP training is provided for all membm of the Food Safety team who are involved in developing and The s an essential tool in the resource available in the

monitoring food safety processes are trained in monitoring techniques and the corrective action to be

O

&* Share v

The Senior Management team identify the skills and competences required for personnel who can affect

maintaining food safety plans. department, any further training needs of the department and for programming refresher training.
Document Reference FS 2.9 Training - Document Reference FS 2.9 Training .
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A training matrix and plans should be drawn up for all staff and the relevant training

given based on responsibility and authority.

MEw-o

Insert

FS 2.9 Training Matrix Template

Home gelayout Formulas Data  Review  View

2
3 Training Required
4 Traning Not Required
5 Traiing Completed
‘\\(S
&
S/ © /&
T
S S/ LESES
SIS/ (S
/S S/
ke” Q‘L LI
S/
€ < y
s S
7 P Procedural Traim v ‘Preraquisit Training Training
Employee y I | | I | I I ) | T 1
Name | Sumame | Department | position [ccP1|ccpz erp 1) PRpa | PRPS R0 6| PRP7 | PR
code | | el ] et o s M |
001 | A | smth | Production | TN | g gl gl g|e|e|ele|le|e|w|u|e|a|e|le|le|la|n|a
s Supervisor
o o 3 smith | Production Filler Operator| @ | & | ®@ F v|le|o|le|e|le|e|e|e|s
0003 | c | smth |processng [ T g |o|e|le|lo|e|e|e|e|o|e|e|e|a|a|la|la|la|la|=
1 Operator
r Packer
L oo ) smith | production | g|le|o|le|e|le|e|o|e|s
Loading.
000s | £ | Smith | Warehouse sle|efle|e|e|e|e|e|e|e|e|le|a|e|e|le|e|a|=
5 Operator
0006 F smith | Goodsin | Sheckine a a =} ale|(s|s|a|la|a|s|a|a H H H H H a|l@|a|a|a
1 Operator
0007 9 smith | General | Ce2ninE 2|a g |e s|le|s|le|e|e|e|e|a|s I:l I:l nmzmn
15 Operator
[ N Dispatch
008 | W | smith | Dispatch g|le|e|le|e|e|e|(o|e|o|le|a|le|o|le|a|le|a|e|a gle|e|(o|e
5 Supervisor
r Laboratory
e | o [em [ e ]e ] Anoooooopon@2Z|| = ooonc
1
1
4 » | BigColumns Small Columns | Sheetz | Sheets | +
Ready = —— &

We have provided a FSR 2.9 Training Matrix Template in Microsoft Excel Format.
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Job Descriptions should be available for staff with responsibility for food safety &
legality. All staff should be briefed and aware of their responsibilities. FS 2.1.1.3B
Appendix Job Descriptions template gives sample Management Job Descriptions.
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Sample Job Descriptions

Job Title Quality Manager

Reports to General Manager

Reporting Personnel Assistant Quality Manager (Nominated Deputy)
Laboratory Manager
Product Development Technician

Contacts Employees
Manufacturers/Suppliers
Contractors
Heads of Departments
Customers

Qualifications

Formal qualifications in food technology or science to degree level or equivalent. At least 5 years’ senior
‘management experience in a technical position in the food industry. Minimum qualifications for this
position include being qualified i inHACC? implementation, having an understanding of the SQF Food
Safety Code for of i and an SQF System
relevant to the site's scope of (emf:i!lon.

Objective

The Quality Manager oversees the i of food safety
effective and safe manufacture of the company’s products.

systems to ensure the

Responsibilities

General maif f the company food safety system thus providing a “due diligence”
defense for the site.
Overview control of the quality assurance function with responsibility for maintenance of site
centification, training and site hygiene.

As Food Safety Team Leader develops and maintains a HACCP System, including HACCP plans for all
products.

Overview of control and response to all customer complaints.

Document Reference FS 2.1.1.38 Appendix Job Descriptions

Revision 0 1% August 2023

Owned by: General Manager {
Authorized By: Chief Executive A

Sample Job Descriptions

Overview of ontrolof laboratory operation. Analsis ofaboratory results and implementing efective
corrective and v, legal and customer
all products.

Manage investigations into product failures and implement corrective actions.

General senior management responsibilities on site to assist efficiency and cost control throughout the
operation.

Overview of supplier assurance.

Manage the development of new products and processes including process design and recipe
formulation.

As SQF Practitioner * i of company technical requirements to ensure site
compliance with internationally recognized standards for food safety. The SQF Practitioner retains
responsibility and authority for:

Ensuring that Food Safety te
updated.

Taking appropriate action to maintain the integrityof the SQF System.

- directly to senior regarding system

- Presenting FSMS information for senior management review so that actions for improvement can
be determined.

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

- Ensure the of the Good \d the Food Safety Plans.
Promotion of the f customer lhloughou(

- G to all essentialto ensure the effective
implementation and maintenance of the SQF System.

External communication and liaison regarding the management systems.

- Ensuring the company is aware and keeps u[»to-da(e with all applicable legislation through web
updates o from trade or retail customers.

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.

- Ensuring site operations are approved by relevant nauonal and local authorities and the food
business is registered and ensuring

Ensuring legislative requirements are included in finished product specifications.

established, i intained and

Document Reference FS 2.1.1.3B Appendix Job Descriptions
Revision 0 1 August 2023

Owned by: General Manager \ )
Authorized By: Chief Executive
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For each employee and individual training record should be completed. FSR 002
Training Record is provided in the documentation pack as a template:

Home
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Mailings

B FSR 002 Training Record [Compatibility Mode]
Review View

Training Record

Name: Employee Number:
Company Start Date:
~ Prior External Qualification(s), Skills & Experience:
Assessed as
- Pariod Training Details of Internal Training or External Training Course of Signed Competent Signed
e Training | (Trainee) (Trainer)
Weeks1-4 Induction
Food Safety & Quality Policy Briefing
Food Safety & Quality Objectives
i Health and Safety Procedure
Records itoring and control
i and Waste
Packing Procedure
Weeks 5 -13 Operating Procedure
i Coding Procedure
Labelling Procedure
Document Reference FSR 002 Training Record
Revision 0 8" August 2023
iy Owned by: Operations Manager \)
Authorised by: General Manager p g
Page 1 of 3 149 Words 0%  English (UK) E:) S - e— e 100%
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In Task 34 The management team ensure all staff are competent and adequately

traine

d in the requirements of the Good Manufacturing Practices and the Food

Safety HACCP Plan

Basic

v

v

AN

Site Training should be given to all staff and also training in:

Implementing HACCP for staff involved in developing and maintaining food
safety plans;

Monitoring and corrective action procedures for all staff engaged in monitoring
preventive controls and critical control points (CCPs);

Personal hygiene for all staff involved in the handling of food products and
food contact surfaces;

Good Manufacturing Practices and work instructions for all staff engaged in
food handling, food processing, and equipment;

Sampling and test methods for all staff involved in sampling and testing of raw
materials, packaging, work-in-progress, and finished products;

Environmental monitoring for relevant staff;

Allergen management, food defense, and food fraud for all relevant staff; and
Tasks identified as critical to meeting the effective implementation and
maintenance of the SQF code.

Remember all food handlers should receive Basic Food Hygiene Training

The Food Safety Team should receive extra training

HACCP Training — Previously mentioned

eee® M HWV-J ~ A An Introduction to HACCP (Read-Only)
Home Insert Design Transitions  Animations  Slide Show  Review View

@2 TCI SYSTEMS
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13

} An Introduction to
' HACCP Training Guide
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The Internal Audit Team should receive extra training

Internal Audit Training presentations are included in the package

00 M H v- 5 78 SQF Internal Auditor Training Guide IFSQN (Read-Only) ¥ ©-

Home Insert Design Transitions Animations Slide Show Review View &t Share v

@ = TCI SYSTEMS

Internal Audit
Training

4 | [ Food Safety System Process Diagram

EDITION 9 &
SOF C&D,,ELEMENTAnoN

. SMA IMGE FOR FooD
pAC NUFACT"RERS

il M 2073 UPDATE

Internal Audits SQF Code
Section 2.5.4 Internal Audit

TeiSys.com

Y01 SYSTEMS

| Slide10f58 English (United States) = Notes = = - — — n7% B

There is also a GMP audit training presentation provided.

C RO ) MmMAEwow- - 78 SQF Internal Auditor Training - GMP Audits (Read-Only) v ©-
Home Insert Design Transitions Animations Slide Show Review View &t* Share v

TCI SYSTEMS

Internal Auditor Training
GMP Audits

EDITION 9 &
ﬂiDPELEMENTATION
GE FOR FOOD

uFAcTURfRS

: 3 UPDATE
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Example Internal Auditing Forms & Checklists are included

Food Safety Management System Audit Form [Compati

Mailings Review

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: (All activities and procedures)

" Manual: Food Safety | Document Area: Receipt, Storage and Issue
Number: Transport Number: 0
GMP 11.6
Summary of Audit including C (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.

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

The major require urgent attention.

Non-( Found (Completed by Auditor)

Non-Conformance Notification 0001 raised (Minor) - There was no spacing between

3 pallets for inspection. Packaging in storage was not wrapped for protection.
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 on
the floor.

~ Non-Conformance Notification 0003 raised (Minor) - The Quarantine Area was not
separate from other storage and it was not maintais in a clean and tidy condition.
Non-Conformance Notification 0004 raised (Minor) - Cold store door does not have strip
curtains and was left open.
w Non-Conformance Notification 0005 raised (Major) - Ingredient storage was not
ntrolled & segregation in place to prevent c inati

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 ( y
Authorized by: General Manager N_

Food Safety Management System Audit Form

Action to Be Taken (To Be Agreed Between Auditor and Auditee with Timescales)
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
to the factory should be covered. Where possible they should be on plastic pallets. They
should never be on the floor.
To be completed by 8*" December 2022
Non-Conformance Notification 0003 - A separate designated Quarantine Area is to be

i The Qi ine 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 M m 1% December 2022
Name (Auditee) Signature (Auditee) Date:

Warehouse Man 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 Audit Form
Revision 0 1* November 2022

Owned by: Quality Manager
Authorized by: General Manager /
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Factory GMP Audit
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B Factory GMP Audit Form Example Basic [Compatibility Mode] ©-

&+ Share v

Factory GMP Audit

g Area of Audit: Scoring System Waste Disposal Score Comments
— Bins clean
Respol 1 Non-compliant Major Timely removal of waste
Manager: — - -
ditee (If Waste identified
o AL ( 2 Non-compliant Minor Pest Control Score Comments
Curtains
Date of Audit: 3 Compliant - Good EFK’s / insectocutors
Detectors/traps
5 Auditor Name: G Lo Score Comments
Auditor Glass
| Signature: Brittle Materials
Chemicals
Personal Hygiene Score Comments Metal
Overalls/coats Wood
Hairnets/beard snoods Loose parts
Jewelry Overheads
- Footwear Leaks
i Hygiene & Score Comments
Fabric Condition Score Comments i
Walls Pipe work
1% Flo?r Hose pipes
Drains. Cleaning
Ceiling Tanks
Lighting i tools
( Windows Filling Areas Only Score Comments
Ventilation Filler Name
Fabric Hygiene Score Comments Filler Perspex/metal guards
Walls Filling heads
le Floor Conveyor
Dr_a{ns Packaging
Ceiling Additional Comments
Lighting
Windows
Document Reference Factory GMP Audit Document Reference Factory GMP Audit
Revision 0 1 August 2022 Revision 0 1% August 2022
Owned by: Technical Manager ) Owned by: Technical Manager
Authorized by: General Manager & Authorized by: General Manager
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Stage Eight: Final Steps to SQF Certification

There a few final steps to achieving SQF Certification:

AN NI NN

AN N N N N NN

Verify that the FSMS is implemented effectively including internal audits
Evaluate the results of verification activities

Carry out Management Reviews

Carry out an assessment of your system to make sure that it meets the
requirements of the SQF Code and have the appropriate Good Manufacturing
using the SQF System Self-Assessment Checklists for Suppliers
Ensure any areas requiring corrective action are addressed

Choose your Certification Body

Agree a Contract with a Certification Body

Pre-On-Site Audit Document Review

On-Site Audit

Audit Review

Certification Body Review

Celebrate!

Communicate your success!

www.tcisys.com
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Task 45 Systems are put in place to verify that the Food Safety Management System
is implemented effectively including internal audits

First of all, make sure that your Internal Auditors are trained. At least one auditor
should be a site expert and we recommend that they undertake a recognized Internal
Audit Team Leader Course.

The Food Safety Team should define the methods, frequencies and responsibilities
for verification activities.

Verification activities should put in place by the Food Safety Team to confirm the
effective operation of the Food Safety Management System as well as internal audits
verification can be Laboratory Analysis of End Products, Final Product Inspection
and similar activities.

After training the Food Safety Team Leader/SQF Practitioner should schedule
Internal Audits.

Refer to the Internal Audits Procedure as a guide.

e MH vw-uU 8 = 3 FS 2.5.4 Internal Audits and Inspections [Compatibility Mode]
Insert Design Layout References Mailings Review View
1 2 : 3 6

Internal Audits and Inspections Internal Audits and Inspections

Introduction Internal Audit Procedure

pany has established, andi an internal audit system to verify the Internal auditors are required to be trained and competent in internal audit procedures, and where
Food Safety Management System s effective and continually improved. practical independent of the function being audited.
Scope Internal Auditors are responsible for carrying out the procedure as described below:
The scope of the Internal Audit System Il aspects of the food safety system 1. The site internal audit schedule determines which audits are to be carried out. Each audit is
includes all products manufactured on site, activities conducted on site and all applicable requirements assigned to an auditor independent of that area whenever possible. The auditor must make sure
of the SQF Food Safety Code for Manufacturing. they have the correct audit checklist form to carry out the audits.
Procedure 2. Adate and time for the audit to take place must be agreed with the department. A

representative from the department must be present during the audit.
The Senior Management has a total commitment to the food safety management system and provides

adequate resource in the form of trained and qualified personnel to carry out a comprehensive Internal The auditor uses a specific audit form and checklist designed by the Quality Manager for each
Audit Schedule. Internal audits are performed to confirm that company management systems are department or area. Objective evidence is recorded to verify compliance and/or non-compliance.
working effectively and to promote continuous improvement. The company philosophy is to audit,
review and improve.

w

&

The audit report is rated based on the following criteria:

The Internal Audit Schedule s planned annually and is designed to comprehensively cover all areas of *  RED—Major Non-conformance(s) identified and imminent risk. Immediate documented
the Food Safety Management system including procedures, policies and activities. All areas are audited Corrective Action is required and a written follow-up necessary.

in full at least once per annum; the frequency of audit of each area is based on risk assessment by the

Quality Manager. . ~ Minor Non-Conformance(s) identified there is a potential risk. The Corrective

Action required is documented and a verbal follow up is required.
«  GREEN —Satisfactory or Positive with comments or suggestions for improvement

5. When the audit is completed and the report given a rating. Positive as well as negative
comments are included in the report. Major Non-conformities are immediate highlighted to the
department

manager, who is responsible for the corrective and preventive action without undue delay.

6. The Department Manager reviews the audit findings with the auditor and agrees timescales to
complete corrective action for the major and minor non-conformances.

~

. The Department Manager then signs and retains a copy of the report which includes details of
the non-conformances, proposed corrective actions and the agreed time scale to complete the
corrective actions. If the audit rating is red then an immediate corrective action plan is reported
to the Quality Manager.

8. The Manager is ible for the corrective actions taken for all
the non-conformances raised.

nt Reference FS 2.5.4 Internal Audits and Ir
0 1% August 2023

by: Quality Manager
Authorized By: General Manager

Page 10of 8 1476 Words 0%  English (US) * 100%
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The Internal Audit Schedule should be planned annually and designed to
comprehensively cover all areas of the Food Safety Quality Management system
including procedures, policies and activities.
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Several Verification Record templates are provided as examples of checklists:

Page 1of 4

5
3
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Insert Design Layout
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Mailings

Control of Brittle Materials Verification Record.docx
Control of First Aid Dressings verification.docx
Caontrol of Knives Verification Record.docx

Caontrol of Visitors and Sub-Contraclurs Verification Record.docx
Despatch and Distributicn Ver'fication Recerd.docx
Glass & Brittle Material Breakage Procedure.docx
Glass Policy Verification Record.docx

Hygiene and Housekeeping Managermient Verification Record.docx
Hygiene Code of Practice Verillcation Record.docx
Hygiene Policy Verifical'on Record.docx
Ingredients Fareign Body Control Policy Verification Record.docx
Maintenance Verification Record.docx

Management of Cleaning Verification Recerd.docx
Management of Pest Control Verification Record.docx
Metal Detection Verificalion Record.docx

Nut Handling Procedure Verification Racord.docx

B Glass Policy Verification Record [Compa

Review  View

Glass Policy Verification

Table Design

Layout

Glass Policy Verification

&+ Share v

Glass Policy Verification Audit

Security film applied to the total inner surface of the glass?

Auditor Name

Does the film used have a minimum of 100-micron thickness
and qualify as a glazing safety material?

Date

Are all fluorescent light tubes and other forms of lighting fully
protected ible damage?

Site Standards

Audit Findings

‘Are all employees including agency staff, visitors and
contractors familiar with and follow the Glass & Perspex Policy?

Is the use of glass on the manufacturing site minimized?

‘Are fluorescent tubes either surface coated with a shatter-
resistant material or housed within a fully protective unit?

‘Are lighting fitments in production areas cleaned and changed
during non-production hours?

Wherever possible are alternative materials to glass used?

‘Are all personnel prevented from taking glass into production
areas?

Is there Tist of all glass (and glass-lik
materials) in each for all factory production areas?

‘Are these items checked every day by the Supervisor
responsible for the department at the start of production and at
the end of production to ensure they are not damaged?

‘Are the results of the inspection recorded on a Glass Register
and signed off?

Is any breakage of glass occurring reported and dealt with
i using the glass breakage procedure and record?

Ts glass used on food vessels such as ‘sight glass' in viewing ports
and vessel level indicators replaced where possible with suitable
alternative materials which are capable of withstanding the
production process?

Where glass cannot be replaced due to process pressures and
temperatures, s it toughened' and conform to international
standards?

‘Are glass components which are present in equipment such as
rders and clocks replaced with suitable non-

‘Are mirrors where permitted outside of production areas made
of non-glass material or covered in a security film?

‘Are internal or external glass windows present in production
areas, raw materials, finished goods and packaging stores;
engineering workshops replaced or made of toughened glass
and be covered by a protective film?

Where replacement of glass is not possible or the cost of
i is a suitable shatter-resistant

Are electronic fly-killing units fitted with tubes which are
protected against damage?

‘Are the EFK tubes either surface coated with a shatter-resistant
material or housed within a protective outer tube made of a
suitable alternative material?

Are EFK units sited away from open food processing equipment?

‘Are glass bottles or containers prohibited from being used for
delivery of food ingredi

Where the use of glass containers is unavoidable, is each
container carefully examined for any sign of chipping or
breakage and must be safely disposed of or rejected where
necessary?

‘Are contents of glass containers destined for use in production
areas either sieved or fitered in a separated area prior to
transfer for production?

Ts this process recorded together with appropriate action taken
where gl ination is evident?

Is the location of all glass and glass-like (ie. that which may
shatter like glass) materials within all production areas
identified and recorded on a Glass Register?

Are brittle Perspex and plastic items are also highlighted on thes

audit sheets?

Are inspections carried out daily?

Are brittle materials in production areas, checked at the
beginning and end of production with the time and date being
recorded?

Does the auditing of ligt fittings include inspection for
damaged or missing protective units/covers in addition to any
obvious signs of breakage of glass tubes?

Document Reference Glass Policy Verification
Revision 0 1st August 2023

Owned by: Quality Manager

Authorized by: General Manager

953 Words 0%  English (US)

‘Are all records signed and dated by the Manager of the
department concerned and retained for a minimum of one year
by the Quality

Document Reference Glass Policy Verification
Revision 0 1t August 2023

Owned by: Quality Manager

Authorized by: General Manager
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Senior Management Review Meeting Notification

Date/ Time/Venue

Agenda

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
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 information
Review of Resources and effectiveness of Training

Recommended Improvements

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

Attendees:
Senior Management Team
Job Title Name Role in Team
Chief Executive Chairman

General Manager Site Performance Reporting
Operations Manager Operations Reporting

Quality Manager Food Safety Reporting SQF Practitioner

Planning Manager Planning and Capacity Reporting
Distribution Manager Distribution Reporting
Maintenance Manager Services and Engineering Provision

Finance Manager Financial Reporting

Human Resources Manager Resource reporting

www.{cisys.com
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Template FSR 2.1.2 Management Review Meeting Minutes

Ma - ¥ B FSROO1Man.. Q- ©-
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Management Review Record

Management 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
Maintenance Manager

Supply Chain Manager
Distribution Manager

Quality Manager

Review Inputs

Performance, Review Corrective or Preventative
[« 1ts & Details Action Required

Review of the Food Safety Policy

Review of the Food Safety - -
Objectives

Review of M h

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 001 Management Review Record
Revision 0 8™ August 2023

Owned by: Quality Manager

Authorized by: General Manager
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Use the SQF Code Self-Assessment Checklists to assess your Food Safety Management System

We recommend that the SQF Practitioner carries out a pre-certification audit to ensure that you are satisfied that your food safety
management system meets the requirements of the SQF Code. The SQF Practitioner should read the relevant section of the SQF

Code and assess if you are compliant, making notes on the checklist.

Ensure any areas requiring corrective action are addressed

The non-compliances identified in the final self-assessment of compliance with the SQF Code should be logged by the Food Safety

Team Leader and the appropriate corrective action allocated and taken:

Date

SQF Code Section

Details of Non-
Conformance

Identified
by:

Corrective Action
Required

Responsibility

Target
completion
Date

Date
Completed
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To ensure you are have the latest available guidance, refer to steps 6 to 10 in PART
A: Implementing and Maintaining the SQF Food Safety Code: Food Manufacturing

A2: Steps to Achieving SQF Certification (steps 1 — 10)

PART A: Implementing and Maintaining the SQF Food Safety Code: Food Manufacturing

The steps in achieving SQF certification are as follows:

Step I: Register on the SQFI
Assessment Database

Step 2: Designate an SQF 2.1 Training
Practitioner (optional)

Step 3: Determine the

o 3.1 Exemptions
Scope of Certification

Step 4: Document your SQF 41 Applicable 4.2 Mandatory
System Elements Elements

Step 5: Implement your
SQF System

Step 6: Pre-assessment

Audit (optional)

Step 7: Select a 7.1 Select the SQF
Certification Body Auditor
St : The Initial .2 Cor t 3S |
ep's ‘e ni |cxl ST AUCIEDUrGHOnN 82Co p?om e 8 eust?na
Certification Audit Audits Production
Step 9: Audit Reporting 9.1 Non- : 9.3 Reviewed Audit
9.2 Audit Score
and Closeout conformances Reports
9.4 Corrective
Actions
10: i 2Fai :
Step ; ‘Gro_ntmg 101Conificats Issus 10.2 Failure to 10.3 Appea!s and
Certification Comply Complaints
SQF Food Safety Code: Food Manufacturing, Edition 9 12

Finally, a reminder, this package comes with free technical support, use
https://tcisys.com/contact form if you have any questions
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