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Introduction

This is the Manitoba Hazard Analysis Critical Control Point (HACCP) Advantage manual version 2.0.
It has been developed to be more comprehensive and includes several changes from the previous
version including:

* an annual program review requirement

* a requirement for document control

* a requirement for internal auditing

* a requirement for verification

* reorganization to simplify and consolidate the requirements

This manual includes information that will help food processors create their individual, written, food
safety programs.

Note: A glossary of terms used in this manual is on page 101.
There are several reasons for adopting HACCP.

1. To improve food safety at your facility
* Adopting all or some of Manitoba HACCP Advantage should improve food safety at your
facility.
2. To answer customer questions about your food safety program

* Adopting some or all of Manitoba HACCP Advantage shows customers your commitment to
improving food safety.

* Adopting Manitoba HACCP Advantage means you have the procedures and records to
demonstrate you have a food safety program.

3. To respond to customer demands for HACCP programs
*  Adopting Manitoba HACCP Advantage ensures you have a HACCP program.

*  Getting Manitoba HACCP Advantage recognition further shows you are committed to food
safety.

4. To respond to customer demands for a GMP/HACCP program audited/certified by a third
party (ex: external, independent auditors)

* Adopting Manitoba HACCP Advantage means that you will have a good manufacturing
practices (GMP) program (or prerequisite program) based on industry accepted practices
which should meet third party requirements.

* Adopting Manitoba HACCP Advantage means you have a HACCP program based on the
international Codex principles which should meet the requirements of a third party, HACCP
audit.
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5. To respond to customer demands for a specific HACCP program (ex: BRC, SQF, ISO 22000,
Manitoba HACCP Advantage)

* Adopting Manitoba HACCP Advantage means you have a HACCP program based on the
international Codex principles, which should meet the HACCP requirements in other programs.
You may need to incorporate additional information to your Manitoba HACCP Advantage
program to meet the specific requirements of a standard. For example, both BRC and SQF
have additional requirements that are not included in the Manitoba HACCP Advantage.

6. To prepare for customers who plan to audit your food safety (GMP/HACCP) program
themselves

* Adopting Manitoba HACCP Advantage means you have a HACCP program based on the
international Codex principles, which should meet any customer requirements for HACCP.

Manitoba HACCP Advantage has nine good manufacturing practices (GMP) programs:

Personnel

Receiving and Shipping

Handling and Storage

Sanitation

Preventive Maintenance and Calibration
Pest Control

Recall and Traceability

Water

Environment

WVWXONOOKAWN—

GMPs are the activities in food processing facilities that improve food safety and control hazards
associated with the production environment and personnel. You must have GMPs before HACCP
plans. Other standards may refer to these as “prerequisite programs.” GMPs (with the supporting
programs) can function as standalone programs. Each GMP program may have more than one
requirement. Each requirement requires you to develop part of your program by writing policies,
procedures and/or records.

seven supporting programs:

10. Food Safety Management System
11. Program Review

12.  Document Control

13.  Personnel Training

14. Internal Auditing

15.  Verification

16.  Corrective Action

Implementing and maintaining an effective food safety system requires that the products and
processes meet all regulatory requirements and the program is regularly reviewed and updated.
Employees must be trained for their specific job functions. Documentation must be controlled
and when problems occur corrective actions must be taken to prevent a risk to food safety. The
purpose of the supporting programs is to ensure these activities are carried out.

4 Manitoba HACCP Advantage



and:

17. HACCP

The purpose of HACCP is to control food safety hazards associated with the food product or
ingredients and the specific food manufacturing process. The HACCP requirements ensure that the

HACCP program is scientifically based and effective.

Requirements

Each requirement has the following layout:

3.

Requirement Identification:
each requirement is
identified by a number.

\

contractors. The policies include:

1

| T

Written personal practices policies are in use by all personnel, including visitors and

Title of the program.

o

Requirements:
they are always

in a rose box. You
must meet all of the
requirements listed.

e Personnel maintain an appropriate degree of personal hygiene and cleanliness.

e Personnel do not eat, drink, smoke, chew gum or tobacco, spit, use medication or
perform any other potentially unhygienic activities in food handling and storage
areas.

e Personnel do not wear fingernail polish, false eyelashes or artificial fingernails,
badges, pins, etc. that may cause contamination.

e Personnel do not wear iewe|ry or watches, except secured and covered medic
alert brcce|e!s/ necklaces.

e Personnel do not bring glass or brittle materials into food handling and storage
areas.

® Personnel wear suitable clothing, footwear and headwear.

e Personnel clothing, footwear, headwear and gloves are clean, in good repair and

properly stored in designated areas.

* Measures are in place to prevent clothing, footwear and headwear from

becoming a source of contamination.

Important: Personnel includes management.

4, — >
. tions t the Requi t
Suggestlons to meet the Suggestions to Meet the Requirements
requirements: this area Pe\llec:op c;]p(;rTlonq.l prclcticgs policy which
IiSI‘S ospects to consider includes the following requirements:
when deve|oping your 3 Instrustion fc?r pers.oncl hygiene and
roaram and aives cleanliness; including good personal
P J 9 grooming habits (ex: clean and trimmed
ideas for what to do to fingernails).
ﬁet sta rtceid‘ You dﬁ not e Coughs and sneezes are directed into the
ave fo do everything elbow.
listed in this areaq, Qnd e Eating food, drinking beverages and using
there may be other items, tobacco products is restricted to designated
not listed here, that arT.af only. DeFine[ony ex;:epﬁou?s fo th:
)/OU WI” hqve to dO to policies (ex: use of water fountains in the
. work area).
meet the requirements.
However, you should pay
close attention to these
suggesﬁons because 10 Manitoba HACCP Advantage

they are generally what

e Personal food (ex: lunches) is stored in a
designated lunch room, not in the change
room and is eaten in a designated lunch
room or eating area.

® Proper use and storage of personal
medication to minimize the risk of
contamination. Indicate where medication is
to be stored and consumed.

e Watches, necklaces, chains, bracelets,
earrings, rings and exposed piercings are
not worn. Medic Alert bracelets /necklaces
are acceptable, if they are properly secured
and covered. Medic Alert necklaces are
preferred over bracelets.

is needed fo meet the
requirements in the rose
box.
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Manitoba HACCP Advantage

Summary Table

Program Requirements

1 Personnel 1.1 Personal Practices
1.2 Hand Washing Procedure
1.3 Utensils and Tools
1.4 Injuries and lllness
1.5 Access and Traffic Patterns
2  Receiving and Shipping 2.1 Receiving
2.2 Shipping
3  Handling and Storage 3.1 Handling and Storage

3.2 Control of Defective and Suspect ltems
3.3 Allergen Control

3.4 Chemical Control

3.5 Waste Management

4  Sanitation 4.1 Cleaning and Sanitizing
4.2 Pre-Operational Inspection

5  Preventive Maintenance and Calibration | 5.1 Preventive Maintenance and Calibration

6  Pest Control 6.1 Pest Control
7  Recall and Traceability 7.1 Product Labelling
7.2 Recall

7.3 Traceability
7.4 Mock Recalls

8 Water Safety and Supply 8.1 Water Treatment
8.2 Woater Testing
8.3 Water Supply

9  Environment 9.1 Exterior

9.2 Interior

9.3 Personnel Facilities

9.4 Equipment

9.5 Ventilation

9.6 Sewage and Liquid Waste
9.7 Glass and Brittle Material
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10
11
12
13
14
15
16

Food Safety Management System
Program Review

Document Control

Personnel Training

Internal Auditing

Verification

Corrective Action

10.1 Food Safety Management System
11.1 Program Review

12.1 Document Control

13.1 Personnel Training

14.1 Internal Auditing

15.1 Verification

16.1 Corrective Action

[]

GMP Programs
Supporting Programs
HACCP
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1 Personnel

The importance of having a personnel program

The facility’s personnel, visitors and contractors are a common source of biological,
chemical or physical contamination. They can affect food, ingredients, packaging materials,
processing aids and food contact surfaces and play a major role in the production of safe

food.

The potential for contamination is greatly increased if activities such as eating, drinking,
chewing gum or tobacco, wearing jewelry, spitting or working while sick are practiced

in food handling areas. Hazards in food products can lead to consumer complaints,
injuries, illness or death. Personnel who do not maintain an appropriate degree of personal
cleanliness can also contaminate food.

Cross-contamination with micro-organisms or allergens is commonly due to direct or indirect
transfer from people. They can affect food, ingredients, packaging materials, processing aids
or food contact surfaces. Cross-contamination can come from unhygienic clothes or footwear
(ex: soiled clothes) and improperly stored and handled clothes, utensils and equipment (ex:
soiled clothes left on food contact surfclces, use of contaminated Utensi|s).

Personnel, visitors and contractors can be a source of cross-contamination if they don’t follow
designated traffic patterns (ex: employees who handle raw products enter ready-to-eat
product areas).

Proper and frequent hand washing helps reduce the potential for bacterial contamination.
Since allergens can also be carried on the hands of food handlers, proper hand washing
procedures must be followed after handling products that contain allergens.

Open cuts and wounds that are not properly bandaged and covered can be a source of
biological contaminants (ex: Staphylococcus aureus). Personnel suffering from diseases
that are transmissible through food (ex: Salmonella, Hepatitis A) can contaminate food,
ingredients, packaging materials, processing aids and food contact surfaces and ultimately
infect the consumer.

Your written personnel practices program will include policies to reduce potential hazards
and minimize contamination risks. These written policies should be posted in an obvious,
visible place such as notice boards, above sinks and in washrooms.

PERSONNEL 9



Personal Practices n

Written personal practices policies are in use by all personnel, including visitors and

contractors. The policies include:

* Personnel maintain an appropriate degree of personal hygiene and cleanliness.

e Personnel do not eat, drink, smoke, chew gum or tobacco, spit, use medication or
perform any other potentially unhygienic activities in food handling and storage

areas.

e Personnel do not wear fingernail polish, false eyelashes or artificial fingernails,
badges, pins, efc. that may cause contamination.

* Personnel do not wear jewelry or watches, except secured and covered medic

alert bracelets/necklaces.

* Personnel do not bring glass or brittle materials into food handling and storage

areas.

* Personnel wear suitable clothing, footwear and headwear.

* Personnel clothing, footwear, headwear and gloves are clean, in good repair and

properly stored in designated areas.

* Measures are in place to prevent clothing, footwear and headwear from

becoming a source of contamination.

Important: Personnel includes management.

Suggestions to Meet the Requirements

Develop a personal practices policy which
includes the following requirements:

* Instruction for personal hygiene and
cleanliness; including good personal
grooming habits (ex: clean and trimmed
fingernails).

e Coughs and sneezes are directed info the
elbow.

* Eating food, drinking beverages and using
tobacco products is restricted to designated
areas only. Define any exceptions to the
policies (ex: use of water fountains in the
work area).

10 Manitoba HACCP Advantage

Personal food (ex: lunches) is stored in a
designated lunch room, not in the change
room and is eaten in a designated lunch
room or eating area.

Proper use and storage of personal
medication to minimize the risk of
contamination. Indicate where medication is
to be stored and consumed.

thches, neck|qces, chains, brace|ets,
earrings, rings and exposed piercings are
not worn. Medic Alert bracelets /necklaces
are acceptable, if they are properly secured
and covered. Medic Alert necklaces are
preferred over bracelets.



Personal Practices “

* Glass and brittle materials (ex: coffee cups) * Personnel clothing that is designated

are not brought into the food processing
area. Define any exceptions (ex: eye
glasses). Note: Non-personal glass and
britle material is covered in requirement

9.7 GLASS AND BRITTLE MATERIAL.

Personnel follow these procedures for their
clothing (ex: coats, smocks, aprons, gloves),
footwear and headwear (ex: hair nets,
helmets, face coverings):
* Personnel clothing covers and
contains all street clothes which may
contaminate food, is designed to prevent
contamination and is durable and
cleanable or is single-use.

* Personnel clothing, footwear and
headwear are kept clean (or changed if
they become soiled) and in good repair
(no holes, rips, loose threads, etc.). It
is recommended that clothing is light
coloured to show soil easily and that there
are no external pockets above the waist
and no sewn on buttons.

* In incompatible processing areas, it is
best to have distinctive colour-coded
clothing based on food safety risk (ex:
incompatible processing areas — raw or
cooked; allergen preparation).

— Distinctive clothing may include outer
garments, headwear or footwear.
Indicate if this clothing must be worn
when entering and removed when
leaving the incompatible area and
where to properly store the c|othing.

* Personnel clothing, footwear and
headwear is stored in designated areas,
separately from street clothes and other
personal items. Designated storage areas
include lockers, racks, hooks, etc.

for food handling and storage areas is
removed before entering washrooms,
lunchroom, outside, smoking areas, efc.

* ltems such as pens, stopwatches and
thermometers are carried in pockets or
pouches below the waist in production
areas.

* If gloves are used, they are suitable
for food use. Where possible, use a
distinctive colour (ex: blue).

— gloves are infact, do not shed loose
fibres and are replaced regularly (ex:
upon re-entry info the processing areaq;
when soiled or damaged)

*  When wearing gloves, maintain proper
hand-washing practices.

* Include head, beard or moustache covers.
Personnel wear hair restraints to fully
contain hair. Define any exceptions to the
policy.

* If footbath sanitizing stations are used
to sanitize footwear, include when they

should be used.

Personnel keep their individual work areas
tidy and free from clutter.

Visitors and contractors are required to read
and follow all personnel policies set by the
company (ex: clothing, hairnet, gloves, hand
washing, illness, traffic patterns).

Visitors sign a visitors’ log and have a
designated facility escort with them at all
times.

Depending on the product produced (ex:
nut-free), it may be best to have a policy
which prohibits bringing nuts or products
containing nuts into the facility (ex: in
employee lunches, vending machines).

PERSONNEL
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Hand Washing Procedure n

Written hand washing policies are in use by all personnel, including visitors and

12

contractors. The policies ensure:

* Personnel wash their hands whenever entering food processing and handling
areas, following breaks or use of the washroom or other personnel facilities and
following any actions that may contaminate their hands.

* Hand washing is performed properly with potable water, soap from a dispenser

and sanitary hand drying.

Suggestions to Meet the Requirements

Develop a hand washing policy which includes
instructions on when and how to wash hands.

e When - Personnel wash hands following
any action that may contaminate hands
(ex: entering food processing and handling
areas, before putting on gloves, between
handling different allergens, after handling
dirty or contaminated material or equipment,
blowing nose).

* How - Steps for proper hand washing
include:

* Pre-rinse hands with warm clean water.
*  Apply soap.
* Rub hands, fingers, nails and wrists

to form a lather for a minimum of 20
seconds.

* Rinse hands with warm clean water.

* Dry hands hygienically (ex: disposable
paper towel).

* If there is not an automatic tap, use the
paper towel to turn the tap off.

* Use the paper towel to open the bathroom
or station door.

* Throw paper towel in a designated waste

bin.

Manitoba HACCP Advantage

Waste containers with lids are designed so
that it is not necessary to touch the lid to
throw away paper towel.

Hand sanitizer does not replace proper
hand washing. It is used after proper hand
washing.

If gloves are used, personnel wash hands
before putting on the gloves and maintain
proper hand washing procedures throughout
the production day. If applicable, gloves are
washed following hand washing procedures.

Post signs above hand wash stations and
at entry ways into product handling areas
instructing people to wash their hands.

If hand sanitizing stations or dips are used to
sanitize hands and gloves, include how and
when to use them.



Utensils and Tools n

Written policies for proper storage and handling of utensils and tools to prevent
cross-contamination are in use by all personnel, including contractors.

Suggestions to Meet the Requirements

Develop a policy that outlines proper handling
of utensils and tools, so they aren’t taken

into incompatible areas of the facility where
could cross-contaminate (ex: raw or cooked
areas; lunch room, storage; outside allergen
preparation).

* Clearly mark utensils and tools (ex: colour
coded or labeled) for their specific use or
area of use. For example, colour coding

broom handles (ex: red handle broom in raw
area and blue in cooked area) helps identify

raw product utensils versus cooked product
utensils.

* For facilities that handle allergens, include
methods to control and prevent cross-

Do not use snap-off blades in food
processing or handling areas because they
can physically contaminate the product.

Maintenance personnel should not place
their tools, parts, etc. on or near food contact
surfaces.

Develop a policy for storing utensils in
designated areas that will prevent cross-
confamination.

Provide designated storage areas for
utensils (ex: cabinets, labeled racks, shelves,
hooks). They must be stored in a sanitary
environment where they will not become
contaminated by processing or cleaning
activities before their next use.

Ensure clean utensils are not stored with dirty

contamination. For example, assign separate
utensils, scoops and ingredient containers.

Note: Allergen control is covered in section
3.3 ALLERGEN CONTROL.

utensils.

* Maintenance tools may also be colour coded
or labeled.

* Post signs or pictures of utensils showing
proper use, storage and handling.

* Personnel should not set utensils down where
they have the potential to fall into product.
They should not place them on the floor, or
against any surface that could be a source of
cross-contamination.

PERSONNEL 13



Injuries and lliness n

Written injury and illness policies are in use by all personnel, including visitors and
contractors, fo prevent or minimize the contamination of food, ingredients, processing
aids, packaging materials and food contact surfaces. The policies include:

14

* Personnel who have open cuts do not handle exposed food, ingredients,
processing aids, packaging materials or food contact surfaces, unless measures
are taken to prevent direct or indirect contamination of food.

* Personnel who are suffering from, show symptoms of, or are known to be carriers
of, an illness transmissible through food, must report to management immediately.

* Personnel who have an illness transmissible through food do not handle or work
near food, ingredients, processing aids, packaging materials or food contact

SUFFGCGS.

Suggestions to Meet the Requirements

Develop a policy for personnel to report all
injuries sustained in the workplace to the
designated person. The designated person
should provide appropriate first aid and
application of protective bandages if needed.
Injuries sustained outside the workplace, which
may compromise food safety, are also to be
reported so appropriate protective bandages or
covering can be applied.

* All cuts and grazes on hands need to be
covered by a company-issued waterproof
bandage that is a different colour than the
product (ex: blue). It is advisable to provide
a detectable metal strip bandage when metal
detection is in use.

* In addition to bandages, cover all injuries on
hands with company-issued gloves.

e Bandages need to be changed at a
frequency that allows for continual protection
(ex: covering remains effective).

Manitoba HACCP Advantage

Develop a policy to follow if food, ingredients,
processing aids, packaging material or food
contact surfaces are contaminated from an
illness or injury during work (ex: vomiting,
saliva, blood). The instructions include:

Stop the production line if food, ingredients,
processing aids, packaging materials or food
contact surfaces may be affected.

Conduct a food safety assessment to
determine the disposition of potentially
affected product and/or packaging (See
Manitoba HACCP Advantage Guidebook).

Clean and sanitize the area and all food
contact surfaces.

Document the incident (ex: injury incident
record, food safety assessment).



Injuries and lliness “

Develop a policy for personnel who are ill, or
are suffering from, show symptoms of, or are
known to be carriers of, an illness transmissible

through food.

* Personnel report to their supervisors when
they have symptoms of illnesses transmissible
through food. Because this may not always
happen, supervisors need to familiarize
themselves with the symptoms of infectious
diseases so they can recognize them and
reassign ill employees to non-food handling
areas.

* Symptoms of transmissible illnesses include:
frequent trips to the washroom, jaundice,
diarrhea, vomiting, fever, visibly infected skin
lesions (ex: boils, cuts) and discharges from
the ear, eye or nose.

Food handlers showing symptoms of an
infectious illness or diarrhea must be
excluded from duties that involve direct

or indirect contact with food, ingredients,
processing aids, packaging materials or food
contact surfaces.

Personnel experiencing coughing and
sneezing must not directly handle or work
around food, ingredients, processing

aids, packaging material or food contact
surfaces. They should report their condition
to the designated person so that alternate
arrangements for work duties can be made.

If an employee is diagnosed with a
transmissible disease, a doctor’s note may be
required before permitting them o return to
work.

PERSONNEL
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Access and Traffic Patterns n

Written policies are in use in the facility to control access and movement of
personnel, including visitors and contractors, to prevent or minimize contamination of
food, ingredients, processing aids, packaging materials and food contact surfaces.
The policies include:

* Designated traffic patterns are set for personnel to follow.

* Access to the facility is controlled and limited to authorized personnel only.

Suggestions to Meet the Requirements * Use signs to indicate access. Colour coded
uniforms or markings on uniforms (coloured
collar, sticker on helmet, etc.) are helpful to
identify employees/visitors/contractors that
may be in the wrong processing area.

Develop a policy for designated traffic
patterns (movement of personne|, visitors and
contractors) to reduce the potential for cross-
contamination (ex: personnel handling raw

products do not enter ready-to-eat product * Visitors and contractors must follow the

areas). designated traffic patterns.

e Areas of contamination can be identified The 9.2 INTERIOR requirements address
by developing a facility schematic which physical and operational control of cross-
indicates traffic flow of personnel. contamination.

* Personnel are restricted to the immediate Develop procedures for access to the facility so
area of their workstations. Access to admission is limited to authorized personnel
their workstations is as direct as possible, and controlled visitors.

avoiding travel through other processing
areas. For example, personnel working in
raw areas do not travel through cooked
areas to get to their working stations.

* To minimize the risk of accidental or
deliberate contamination of food,
ingredients, processing aids, packaging
materials and food contact surches, control

* Designated traffic patterns can be identified entry into the facility during both working
using markings on the floor, signs, physical and non-working hours.

titi the facility schematic. -
partifions or the facility schematic * The policy includes where employees,

* Restrict truck drivers to the receiving and visitors, contractors, pest control operators,
shipping areas. and drivers are permitted to enter the

e If a facility handles allergens, develop facili.ty. Post signs at points of entry where
procedures fo control personnel traffic applicable.
patterns. The patterns must ensure e All visitors should sign in and out of the
allergens are not tracked accidentally into facility. They should enter and exit through
areas where non-allergen products and the designated entrance points and should
ingredients are handled, processed or be accompanied while in the facility.

stored.
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2 Receiving and Shipping

The importance of receiving and shipping programs

Food safety starts before food, ingredients, processing aids and packaging materials enter
the facility and continues after the finished product leaves the facility. Contamination can
occur during transportation, if the vehicle is not suitable for transporting food, is not clean,
kept in good repair or kept at the proper temperature. Vehicles can also cause physical
contamination of products and food contact materials from dust and foreign material,
chemical contamination from previous loads or biological contamination from improperly
cleaned areas that can cause microbial growth.

Receiving and shipping programs ensure the correct food, ingredients, processing aids and
packaging materials arrive and leave in clean vehicles, suitable to transport food, at the
proper temperature, undamaged and uncontaminated.

Product that has been returned should be fully controlled because it could have been

subject fo temperature abuse, poor storage conditions or have been altered and could be
contaminated. A receiving and shipping program includes specific instructions for receiving,
identifying and controlling returned items.

If the facility has products that contain allergens, specific instructions for receiving the
allergens must be set to ensure non-allergen products are not contaminated.
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Written receiving procedures and corresponding records are in use for incoming
food, ingredients, processing aids, packaging materials and returned product.
The procedures include instructions for:

* inspecting transport vehicles for:
* cleanliness, evidence of pests and in good repair
* separation of incompatible materials to prevent cross-contamination
* suitability to transport food

* inspecting incoming food, ingredients, processing aids and packaging materials
for:
* signs of spoilage, damage, contamination
* appropriate temperature and temperature abuse

 approving suppliers

* ensuring the correct delivery from approved supplier and supporting documents
* unloading to ensure contents are not damaged or contaminated

* receiving incompatible materials separately to prevent cross contamination

* ensuring packaging materials are food grade

Suggestions to Meet the Requirements * Incoming food that is frozen must not show

. any evidence of thawing.
Develop receiving procedures.

* Food, ingredients, processing aids and
packaging materials must be physically
separated on transport vehicles from
incompatible items such as allergens and
returned products. Raw and cooked food
must be also separated.

* Ensure that transport vehicles are in good
repair (ex: do not have foul odours,
condensation, mould, rust, flaking paint, or
damaged floors, walls or ceilings).

* Wash tickets may be requested for vehicles,

if appropriate. e Allergens must not be stacked on top of food,

The temperature of the transport vehicle is
taken if the product requires refrigeration
(4°C (39°F) or less).
* To get an accurate temperature of
the load, take product temperatures
throughout the truck (ex: back, middle
and front; record separately, do not
average the readings).

Manitoba HACCP Advantage

ingredients, processing aids or packaging
material. Note: for allergen control details,
see requirement 3.3 ALLERGEN CONTROL.

Clearly mark returned product and separate
on the transport vehicle as well as on the
receiving dock.



Receiving EXE

e Skids of incompatible materials must not
touch each other.

e Physically separate chemicals from food,
ingredients, processing aids, and packaging
materials on the same transport vehicle.

* Inspect food, ingredients, processing aids

and packaging materials:

* to ensure the expiration date or the best
before date has not passed

¢ for signs of spoilage (ex: off odours, off
colours, mould)

* for signs of contamination (ex: spills,
drips, pest droppings, metal, glass)

¢ for signs of damage to packaging (ex:
ripped, cut, pierced)

* for signs of temperature abuse (ex:
crystallization, leaking)

* Receive loads of incompatible materials
separately. This can be done by receiving
at different times or at different doors.
Note: for details on chemical receiving see
requirement 3.4 CHEMICAL CONTROL.

e Use food grade packaging material
approved by a government agency such
as the Canadian Food Inspection Agency
(CFIA), Health Canada, the United States
Food and Drug Administration (FDA) or the
Food Standards Agency (EU).

Requirements 3.3 ALLERGEN CONTROL and
3.4 CHEMICAL CONTROL should be reviewed
and details on receiving may be included with
the procedures developed here.

Develop corresponding receiving records.

Develop instructions for approving food,
ingredient, processing aid, packaging material
and chemical suppliers. Methods for approving
suppliers may include audits of their facility,
food safety questionnaires or proof of an
implemented food safety program.

A list of approved suppliers should be
accessible to receiving personnel (ex: posted
in the receiving office).

* Incoming loads may also require supporting
documents (ex: certificates of analysis, letters
of guarantee) to ensure incoming materials
are free from unacceptable levels of micro-
organisms, pesticides, veterinary drugs, toxic
substances and extraneous matter.
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Written shipping procedures and corresponding records are in use for all outgoing
product. The procedures include instructions for:

* inspecting transport vehicles for:
* cleanliness, evidence of pests and in good repair
* appropriate temperature
* suitability to transport food

* inspecting finished product prior to loading for:
* signs of spoilage, damage, contamination
* appropriate temperature

¢ loading to ensure:
* product is not damaged or contaminated
* the load is secure for transport
* the load matches the purchase order
* separation of incompatible materials to prevent cross contamination

Suggestions to Meet the Requirements * Inspect outgoing product for:

* damage, if the packaging that is in direct
contact with the product is damaged (ex:

* Ensure that transport vehicles are in good ripped, cut, pierced)
repair (ex: do not have foul odours, * signs of contamination (ex: spills, drips)
condensation, mould, rust, flaking paint, or
damaged floors, walls or ceilings).

Develop shipping procedures.

 Develop loading practices that prevent

damage to skids and packaged products.

* Wash tickets may be requested for vehicles,
if appropriate. * Inspect the load to ensure:
* itis secure, to prevent shifting or damage

o |f the product being shipped requires during transport

refrigeration (4°C (39°F) or less) or to be
kept frozen, ensure the transport vehicle and
outgoing product are both at the appropriate
temperature.

* the load matches the purchase order

* incompatible products are physically
separated (ex: allergen and non-allergen;

and raw and cooked)
e Take the temperature of the product and

vehicle immediately before loading and at
different parts of the transport vehicle.

* products containing allergens are not
stacked on top of non-allergen products

* skids of incompatible materials do not
touch

Develop corresponding shipping records
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3 Handling and Storage

The importance of handling and storage programs

A handling and storage program helps ensure that all food, ingredients, processing
aids, rework and packaging materials are handled and stored to prevent damage or
contamination. A sound handling program also ensures that chemicals, allergens, waste
and defective product are handled and stored to prevent cross-contamination with food,
ingredients, processing aids and packaging materials.

Handling and storage within the facility should be specific for the operation and product.
Ingredients and products that need to be refrigerated or frozen must be stored at the
appropriate temperatures. Product, ingredients and packaging materials in storage need to
be properly rotated to ensure they are used before their expiry dates.

If your facility has products that contain allergens, specific instructions for transporting
through the facility, storing, dispensing and handling the allergens need to be developed to
ensure that non-allergen product is not contaminated.

Many types of chemicals are used in food processing facilities. Some chemicals are approved
for use in a food facility, while others are limited strictly for use outside the facility, for non-
food contact surfaces or for maintenance. Chemicals need to be fully controlled at all times —
during receiving, transport within the facility, storage, dispensing and use.

Waste needs to be handled and stored properly so it doesn’t contaminate food, ingredients,
processing aids, packaging materials or food contact surfaces. Areas of the facility where
waste is stored need to be clearly identified, secured and kept sanitary.

Finished products, ingredients, processing aids and packaging materials that are defective
or are suspected of being defective, need to be fully controlled. A handling program
includes procedures to assess the disposition and steps to control defective and suspect
food, ingredients, processing aids and packaging materials. The procedure for this product
developed in the handling program is used throughout the entire food safety program.
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Handling and Storage m

Written handling and storage procedures and corresponding records are in use
for all food, ingredients, processing aids and packaging materials. The procedures

22

include:

* preventing cross-contamination and damage during storage, handling and

movement through the facility

* storing food, ingredients, processing aids and packaging material and their

containers off the floor and away from walls

* rotating storage based on first-in-first-out (FIFO or equivalent)

* keeping a current inventory of all finished product

* maintaining appropriate room temperatures to minimize microbiological growth

Suggestions to Meet the Requirements

Develop a handling procedure.

Securely cover food, ingredients, processing
aids and packaging material when stored or
moved through the facility, to prevent cross-
contamination.

Designate areas of the processing facility
for storing and handling dry, refrigerated or
frozen items.

Do not store food, ingredients, processing
aids and packaging material in processing
areas. Only packaging material currently
being used can be put in processing areas
and removed before cleaning and sanitizing
starts.

Refrigeration must be capable of maintaining
appropriate temperatures to prevent
microbiological growth when the area is at
the maximum anticipated capacity.

Maintain areas where food and ingredients
that are not shelf-stable are processed,
packaged or handled at 10°C (50°F) or

lower.
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Maintain areas where food and ingredients
that are not shelf-stable (require
refrigeration) are stored at 4°C (39°F) or
lower.

Maintain freezer temperatures at -18°C (0°F)
or lower.

When choosing and installing refrigeration
equipment, make sure it meets the equipment
requirements. Note: for equipment details,

see requirement 9.4 EQUIPMENT.

Include specific instructions for checking and
ensuring acceptable temperatures for each
area of the facility.

Ensure refrigerated or frozen food and
ingredients go directly to the designated
refrigerator or freezer.

Ensure ingredients that do not require
refrigeration go directly to the designated
dry storage.

Develop handling instructions for food,
ingredients, processing aids and packaging
materials that have fallen on the floor or
have been otherwise contaminated.



Handling and Storage m

* Develop instructions for handling and storing ~ ® Food, ingredient, processing aid and
products to be reworked. packaging material rotation should be
first-in-first-out (FIFO) or the equivalent (ex:

e Keep food, ingredients, processing aids and o )
expiration date, date received).

packaging material on a skid, rack or piece

of equipment (ex: table, cart) to prevent them  Develop a procedure and records to control
from touching the floor. inventory of all finished product. Inventory
records will be used during mock recalls or in

e Store all skids, racks and equipment away
the event of an actual recall.

from walls, to prevent pests and allow access

to inspect for contamination and damage. Note: For details on recall procedures, see

e Distance from walls should easily permit a requirement 7.2 RECALL.
person to sweep and visually inspect the
entire length of the storage area.
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Control of Defective and Suspect Items “

Written procedures and corresponding records for handling and storage of defective
and suspect items (food, ingredients, processing aids and packaging materials) are in

24

use. The procedures include:

* instructions for identifying, controlling, storing and determining disposition of

defective and suspect items

Suggestions to Meet the Requirements

Develop a procedure for identifying defective
and suspect food, ingredients, processing aids
and packaging. The procedure needs to ensure
affected items are clearly identified and isolated
before their disposition is decided on. The
control of defective and suspect items procedure
is often called a “Hold Procedure.”

¢ |dentify and isolate the affected items by:
signs, labels, caution tape; physical codes
with markers and/or physically locked up.

e Control the items once they are isolated to
prevent accidental re-use or re-shipment. This
can be done by log records or electronically
by bar coding technology.
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Depending on the facility size and design,
have a designated area for defective and
suspect items.

The facility’s food safety co-ordinator

or designate, conducts an appropriate
examination or evaluation to determine
disposition. This examination or evaluation is
called the food safety assessment procedure.

Based on the food sofe’ry assessment, the
disposition of the affected items can be
decided (ex: released to production, re-
worked, disposed of).

Include instructions for releasing, reworking
and disposing of affected items (ex: who is
responsible, where to record results).



Allergen Control m

Written allergen control procedures and corresponding records are in use, to ensure
allergens are clearly identified and controlled. The procedures include:

* instructions to prevent cross-contamination through personnel, sanitation,
handling, (transporting, processing and storing), rework and receiving and

shipping

e a list of all allergens and products containing allergens is maintained

* Ensure there is a clear understanding of the
allergen flow through the facility (receiving,
handling, storage and processing) and the
potential points of cross-contamination. This
can be done by creating a facility schematic
or blueprint wi