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Welcome to the IFSQN IFS Food Safety and Quality Management
System Package Start Up Guide which will guide you through the
contents of the package.

The IFSQN IFS Food Safety and Quality Management System Package
includes:
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A comprehensive set of over 60 editable Food Safety Management
System Procedures that match the clauses of the IFS Food
Standard

A range of 60 editable to use Sample Record Templates
Additional HACCP Manual including a Hazard Analysis Template
Introduction to the IFS Food Safety Management System Training
Module

Allergen Risk Management Module

Food Fraud Risk Assessment Template

Supplier Risk Assessment Template

Internal Auditor Training

HACCP Training

Sample Verification and Validation Record Templates
Supplementary Project Tools

Implementation Workbook

This Start-Up Guide

Free Technical Support
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IFS Food Safety Management System Start-Up Guide

When you download the package, you will find this Start-Up Guide
and 5 folders containing the package contents:

Name

= |IFS Food 6.1 Implementation Start-Up Guide.pdf
FSQMS
Project
HACCP Manual
FSQMS Records
Laboratory Quality Manual

¥ ¥ ¥ y¥y

Your first job is to obtain your own copy of the IFS Food Standard
Version 6.1 from the IFS Website (It is free to download)
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Start by opening the Project folder:

Mame

@ Implementation Plan Table.docx
IFS Food 6.1 Implementation Workbook - IFSQN.pdf

° IFS Food Implementation Plan.xlsx
- Quality Department - Example Training Matrix.x|sx

. Staff Training Matrix - Example.xlsx

ﬂﬂﬂﬂ.

[ Training

The main document in the folder is the IFS Food Implementation
Workbook
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This workbook is provided to assist in the implementation of your IFS
Food Safety and Quality Management System. The workbook is divided
into 5 steps that are designed to assist you in implementing your food
safety management system effectively:

v Step One: Introduction to the IFS Food Standard

v Step Two: Senior Management Implementation

v Step Three: Project - Food Safety Quality Management System
Implementation

v’ Step Four: Internal Auditing & Management Review

v’ Step Five: Final Steps to IFS Certification

Workbook Guidance - Senior Management Implementation

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

The checklists and guidance includes:

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

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

Following the Senior Management Input there is guidance for the
implementation of the documentation supplied in the package.
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Action Required

Relevant Decuments in IFSQN IFS Food Safety & Quality
Management System

Senior management demonstrate a
commitment to food safety

QM 1.1 Corporate Policies

2 | Senior management issue a food safety | QM 1.1 Corporate Policies
policy

3 | Senior management establish food QM 1.1.2 Food Safety and
safety objectives Quality Objectives

4 | Senior management define the scope IFS Implementation Workbook | QM 1.3 Customer Focus
and boundaries of the FSMS. - IFSQN

5 | Senior management plan the IFS Implementation Workbook
establishment of the FSMS. - IFSQN

6 | Senior management provide adeguate | IFS Implementation Workbook
support to establish the FSMS. - IFSQN

7 | Senior management ensure there is IFS Implementation Workbook
adequate infrastructure and work - IFSQN
environment.

8 | Senior management appoint a food IFS Implementation Workbook | QM 1.2 Corporate Structure
safety team leader/IFS Representative | - IFSQN

9 | Senior management appoint the food HACCP 1 HACCP Team QM 1.2 Corporate Structure -
safety team. Job Descriptions

10 | FSMS responsibilities and authorities IFS Implementation Workbook | QM 1.2 Corporate Structure -
are documented and communicated - IFSQN Organisational Chart

11 | Food safety communication systems are | IFS Implementation Workbook | QM 1.5 Communication
put in place - IFSQN

12 | Senior management provide the IFS Implementation Workbook | QM 2.1 Food Safety and

IFS Standard requires standards to be in place to control food safety hazards. The procedural templates

provided should be implemented.

Project Tasks 22 — 39 are to be completed by the Food Safety Team. Guidelines for these tasks are included in

our HACCP Manual and the HACCP Training Presentation

w Cick o add notes

International
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IFS Food Safety Management System Start-Up Guide

In this folder you will also find an IFS Food 6.1 Implementation Plan
which can be used to by Senior Management to plan the development of
your IFS Food Safety & Quality Management System

b4 Implementation Plan
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The next folder to open is the FSQMS folder

Name ~

@ Document List.docx
@ @M 1.1 Corporate Policies.docx
@ QM 1.1.2 Food Safety and Quality Objectives.docx
@ QM 1.2 Corporate Structure - Job Descriptions.docx
@° QM 1.2 Corporate Structure - Organisational Chart
@ QM 1.2 Corporate Structure.docx
@ QM 1.3 Customer Focus.docx
@ QM 1.4 Managemant Review.docx
@ QM 1.5 Communication.docx
@ QM 2.1 Food Safety and Quality Menagement System.docx
@ QM 2.1.1 Document Control.docx
@ @M 2.1.2 Record Keeping.docx
@ @M 2.2 Food Safety Management - HACGP System.docx
@ @M 3.1 Resource Management.docx
@ @M 3.2,1 Personal Hygiene.docx
@ @M 3.2.2 Protective Clothing.docx
@ QM 3.2.3 Medical Screening.docx
@ QM 3.2 Treining and Instruction.docx
@ QM 3.4 Staff Facilities.doex
@ QM 4 Control of Operations.docx
@ QM 4.1 Contract Agreement.docx
@ QM 4.2 Specifications.docx
@ QM 4.3 Product Development.docx
@ QM 4.4 Purchasing.docx
@ QM 4.5 Product Packaging.docx
@ QM 4.6 - 4.9 Site Standards.docx
@ @M 4.8 Filling Area Layout Flow Diagram.docx
@ QM 4.8 Premises Site Plan.docx
@ @M 4.10 Cleaning and Disinfection.docx
@ QM 4.11 Waste Disposal.docx
@ QM 4.12 Control of Foreign Matter Contamination.docx
@ QM 412 A Glass Policy.docx
@ QM 4.12 B Control of Brittle Materials.docx
@ QM 4.12 C Glass & Brittle Material Breakage Procedure.docx
@ QM 4.12 D Detection of Foreign Objects.docx
@ QM 4.13 Pest Control & Monitoring.docx
@ QM 4.14 Receipt and Storage.docx
@ QM 4.15 Transport.docx
@ QM 4.16 Maintenance and Repair.docx
@ QM 4.17 Equipment.docx
@ QM 4.18 A Product Identification.docx
@ QM 4,18 B Product Identification & Traceahility Appendix.docx
@ @M 4.18 C Traceability System.docx
@ QM 4.19 Identity Preserved Foods.docx
@ QM 4.20 Management of Allergens Introduction
> QM 4,20 Supplementary Allergen Management
@ QM 4.21 Food Fraud Assessment Template.xlsx
@ QM 4.21 Food Fraud.docx
B QM 5.1 Appendix Audit Schedule
@ QM 5.1 Internal Audits.docx
@ QM 5.2 Site Factory Inspections.docx
@ QM 5.3 Process Validation.docx
@ QM 5.4 Calibration.docx
@ @M 5.5 Guantity Control.docx
@ @M 5.6 Laboratory Quality Manual.docx
@ QM 5.7 Product Quarantine & Release.docx
@ QM 5.8 Annual Complaints Analyser
@ QM 5.8 Management of Complaints.docx
@ QM 5.9.1 Management of Incidents.docx
@ QM 5.9.2 Product Recall 8 Withdrawal docx
@ QM 5.10 Management of Non-conformities & Non-conforming Product.docx
@ QM 5.11 Appendix Corractive Action Request
@ QM 5.11 Appendix Preventative Action Request
@ QM 5.11 Appendix Root Cause Analysis
@ QM 5.11 Corrective Action and Preventative Action.docx
@ QM 6.1 Food Defence Assessment.docx
@° QM 6.1 Food Defence Threat Assessment.xlsx
@ QM 6.2 Site Security.docx
@ QM 6.3 Personnel and Visitor Security.docx
@ @M 6.4 Externzl Inspections.docx
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IFS Food Safety Management System Start-Up Guide

These Food Safety Management System Templates match the clauses
of the IFS Food Standard Version 6.1. The procedure templates form the
foundations of your Food Safety Management System so you don't have
to spend 1,000's of hours writing compliant procedures.

The documents are provided in Microsoft Word English format and are
easily edited to suit your organization.
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Corporate Policies

Custamer Focus Policy

Senior Management has developed a Customer Focus Policy which sets out the standard of products and
service we are expected to provide our customers.

Senior Management pledge to ensure that the following key areas of customer focus are addressed by the
organisation:

Customer Perception - Our customers believe that they have experienced the highest standard of customer
care in their dealings with us

Quality & Safety - We will deliver products of agreed quality, safety and legality to our customers.
Commitment - We will treat customers with respect and deliver our promises on time.

Responsive - We will not be complacent and will respond to customer needs and aspirations on an ongoing
basis. We will be responsive to customer complaints. We will keep customer advised on our activities and
consult with our customers when major changes are planned. We will use our customer’s views to improve
the guality of our products and service.

Approachable - We will always be approachable and professional.

Environmental Policy

The company aims to minimize the impact of its activities on the environment by reusing, recycling, and
adopting processes that conserve materials, energy, and water, The company is committed to complying with
relevant environmental legislation, regulations, customer and community needs and expectations, promoting
the prevention of pellution and continual improvement of our environmental management system. The
Company Environmental Management System is a continual cycle of planning, implementing, reviewing, and
improving processes and actions to meet its environmental obligations. It serves as a vehicle to ensure that
activities, products, and services conform to the 150 14001 standard and environmental requirements.

The company has implemented various environmental programs to help minimize our impact on the
environment and achieve our environmental objectives:

Waste Reduction and Recycling - environmental care by using the principles of reducing, reusing, and
recycling.

Hazardous Materials Management - safe and proper management of hazardous materials and waste, including
their handling, disposal, storage, and shipment, as well as ensuring compliance with company and legal
reguirements pertaining to the management of hazardous waste.

Energy Management - improving energy efficiency in building design and construction, energy conservation
best practices in existing and future facilities, reducing energy costs through long-term price contracts,
identifying opportunities in new and innovative programs offered through utility companies and with local,
state, and national agencies, and on continuously raising energy awareness among employees.

Alternative Transportation - employee incentives to help them choose an alternative method of commuting to
work.

Document Reference Corporate Policies QM 1.1
Revision 1 29°" February 2020

Owned by: Technical Manager

Authorised By: General Manager
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There is also a Verification Record Examples Sub-Folder

There are a range of sample verification records.

Name ~ Date Modified
@ Control of Brittle Materials Verification Record.docx 1 Mar 2020, 10:67
@ Control of First Aid Dressings Verification.docx 1 Mar 2020, 10:67
@  Control of Knives Verification Record.docx 1 Mar 2020, 10:66
@ Control of Visitors and Sub-Contractors Verification Record.docx 1 Mar 2020, 10:66
@ Despatch and Distribution Verification Record.docx 1 Mar 2020, 10:66
@ Glass & Brittle Material Breakage Procedure.docx 1 Mar 2020, 10:65
@  Glass Policy Verification Record.docx 1 Mar 2020, 10:65
@ Hygiene and Housekeeping Management Verification Record.docx 1 Mar 2020, 10:64
@ Hygiene Code of Practice Verification Record docx 1 Mar 2020, 10:564
@ Hygiene Policy Verification Record.docx 1 Mar 2020, 11:03
@  Ingredients Foreign Body Control Policy Verification Record.docx 1 Mar 2020, 11:02
@ Maintenance Verification Record.docx 1 Mar 2020, 11:02
@ Management of Cleaning Verification Record.docx 1 Mar 2020, 11:02
@ Management of Pest Control Verification Record.docx 1 Mar 2020, 11:01
@ Metal Detection Verification Record.docx 1 Mar 2020, 11:00
@ Nut Handling Procedure Verification Record.docx 1 Mar 2020, 11:00
@ Sample H&H Audit Factory GMP Audit.docx 1 Mar 2020, 10:59

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

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

Auditor Name

Are all fluorescent light tubes and other forms of lighting fully
Date protected against possible damage?

Are fluarescent tubes either surface coated with a shatter-

Site Standards Audit Findin
s resistant material or housed within a fully protective unit?
Are all employees including agency staff, visitors and Are lighting fitments in production areas cleaned and changed
contractors familiar with and follow the Glass & Perspex Policy? during non-production hours?
Is the use of glass on the manufacturing site minimized? Are electronic fly-killing units fitted with tubes which are

protected against damage?

Wherever possible are aliernative materials to glass used? ‘Are the EFK tubes either surface coated with a shatter-resistant

Are all personnel prevented from taking glass into production material or housed within a protective outer tube made of a
areas? suitable alternative material?

Is there a comprehensive list of all glass (and glass-like Are EFK units sited away from open food processing equipment?

materials) in each department 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

"Are glass bottles or containers prohibited from being used for
delivery of food ingredients?

‘Where the use of glass containers is unavoidable, is each

the end of production to ensure they are not d. d? efull Ined A chi
Are the results of the inspection recorded on a Glass Register container carefully examined for any sign ot chipping or
and signed off? breakage and must be safely disposed of or rejected where

Is any breakage of glass occurring reported and dealt with necessary?

Are contents of glass containers destined for use in production

immediately using the glass breakage procedure and record? 5 N N
areas either sieved or filtered in a separated area prior to

Is glass used on food vessels such as 'sight glass’ in viewing ports ter for production?
and vessel level indicators replaced where possible with suitable transfer for production

alternative materials which are capable of withstanding the Is this process recorded together with appropriate action taken
production process? where plass contamination is evident?

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

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

Are glass components which are present in equipment such as Are brittle Perspex and plastic items are also highlighted on these audit sheets?

temperature recorders and clocks replaced with suitable non-

Are inspections carried out daily?
brittle alternatives?

Are mirrors where permitted outside of production areas made Are brittle materials in production areas, checked at the

of non-glass material or covered in a security film? beginning and end of production with the time and date being
‘Are internal or external glass windows present in production recorded? _

areas, raw materials, finished goods and packaging stores; Does the auditing of light fittings include inspection for
engineering workshops replaced or made of toughened glass «damaged or missing protective units/covers in addition to any
and be covered by a protective film? obvious signs of breakage of glass tubes?

Where replacement of glass is not possible or the cost of Are all records signed and dated by the Manager of the
replacement is unreasonable, is a suitable shatter-resistant department concerned and retained for a minimum of one year

by the Technical department?

Document Ref
Revision 1 ¥ Revision 1 ]
Owned by: Quality Manager Owned by: Quality Manager

Authorized By: Managing Director Authorized By: Managing Director

Document Ref
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The next folder to open is the HACCP Manual Folder

MName ~  Date Modified
HACCP 0 HACCP System Overview.docx 1 Mar 2020, 11:356
HACCP 1 HACCP Team.docx 1 Mar 2020, 12:18

[v]
(]
@  HACCP 2 Appendix 1 Sugar Specification.docx 2 Mar 20
@ HACCP 2 Appendix 2 Raw Material Summary.docx 1 Mar 2020, 12:17
@  HACCP 2 Appendix 3 Product Description.docx 1 Mar 2020, 12:17
@ HACCP 2 Product Descriptions & Scope.docx 1 Mar 2020, 12116
@ HACCPF 3 Intended Use.docx 1 Mar 2020, 12:14
@ HACCP 4 Appendix 1 Flow Diagram Sample.docx 1 Mar 2020, 11:36
@  HACCP 4 Flow Diagrams.docx 1 Mar 2020, 11:38
@ HACCP & Flow Diagram Verification.docx 1 Mar 2020, 12:23
@ HACCP 6 Hazard Analysis Template 1 Mar 2020, 13:05
@ HACCP 6 Hazard Analysis.docx 1 Mar 2020, 12:53
@ HACCP 7 Appendix Hazard Assessment.docx 1 Mar 2020, 12:53
@ HACCP 7 Determine Critical Control Points.docx 1 Mar 2020, 12:52
@  HACCP & Establishing Critical Limits for each CCP.docx 1 Mar 2020, 12:52
@ HACCP 9 Establishing a Monitoring System for each CCP.doex 1 Mar 2020, 12:51
@ HACCP 10 Establishing a Corrective Action Plan.docx 7 Mar 2020, 12:56
@ HACCP 11 Establishing Verification Procedures.docx 1 Mar 2020, 12:51
@  HACCP 12 Appendix 1 Sample HACCP Procedure.docx 1 Mar 2020, 12:57
@ HACCP 12 Appendix 2 Sample HACCP Record.docx 1 Mar 2020, 13:00
@ HACCP 12 Appendix 3 Sample HACCP Plan Template 1 Mar 2020, 13:05
@ HACCPF 12 Establishing HACCP Documents and Records.docx 1 Mar 2020, 13:06
= HACCP Training Guide - Read the Slides.pptx 5 Oct 2019, 13:64
> Validation Records 3 Mar 2020, 19:22

The HACCP manual documents supplied are pre-fixed HACCP and are
as follows:

HACCP 1 HACCP Team

HACCP 2 Product Descriptions & Scope

HACCP 2 Appendix 1 Sugar Specification

HACCP 2 Appendix 2 Raw Material Summary

HACCP 2 Appendix 3 Product Description

HACCP 3 Intended Use

HACCP 4 Flow Diagrams

HACCP 4 Appendix 1 Flow Diagram Sample

HACCP 5 Flow Diagram Verification

HACCP 6 Hazard Analysis

HACCP 6 Hazard Analysis Template

HACCP 7 Determine Critical Control Points

HACCP 7 Appendix Hazard Assessment

HACCP 8 Establishing Critical Limits for each CCP
HACCP 9 Establishing a Monitoring System for each CCP
HACCP 10 Establishing a Corrective Action Plan

HACCP 11 Establishing Verification Procedures

HACCP 12 Establishing HACCP Documents and Records
HACCP 12 Appendix 1 Sample HACCP Procedure
HACCP 12 Appendix 2 Sample HACCP Record

HACCP 12 Appendix 3 Sample HACCP Plan Template
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This folder contains documentation to ensure that you comply with IFS
Food V6.1 section 2.2 Food Safety Management including 2.2.1 HACCP
System, 2.2.2 HACCP Team and 2.2.3 HACCP Analysis.
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Hazard Assessment of Control Measures Form
E Step Number [ Step Name |
Product
& Hazard
' Hazard Category | Physical | Chemical | Biological | Allergen |
Control Measure
i Comments
Acceptable level
° in End Product
~ ummlmd 1 Not Likely 3 Probable
1Not
= Hazard Severity St 3Severe
Hazard 9
L3 Significance Go to Decision Tree
|2 CODEX Traditional Decision Tree
L Question 1: Are control measures in place for the hazard?
Q Yes—Goto | No -Is control necessary at | If Not, then stop, nota CCP
Question 2 | this step for food safety? |
Question 2: Does the step eliminate or reduce the hazard to an acceptable level?
= No-Goto | Yes- Stop this is a Critical Control Point
Question 3
= Question 3: Could occur at Tevels or increase to Tevels?
Yes-Goto [ No-Stop, thisis not a critical control point
5 Question 4
Question 4: Willa tep elimi reduce the hazard to an level?
- Yes - This is not a critical control point ] No - This is a Critical Control Point
f Conclusion
@ Critical Control Point in HACCP Plan
- Prerequisite Programme
o Seek Alternative Control Measure
I Comments:
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=1 Stabilizer
& AMF Starage ] SMP Storage I WMP Storage Storage ] Sugar Storage ] ?; m I
i 13 14
o e [
=} AMF Warming Decanting ste Bags
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Determine Critical Control Points
Identification of Critical Control Points [CCPs)

Each hazard on the Significant Food Safety Hazard list must be controlled by a control measure {or
combination of control measures) ma( prevent, eliminate or reduce the hazard to the defined
acceptable levels. Th of the control measures by assessing
the effect on the Significant Food szmy Hazard. This is carried out using the HACCP decision tree.
Hazards identified at critical control points by the decision tree are controlled in the HACCP plan.

This process involves assessing the effect on the Slmlﬁ:am Food Safety Hazard in combination with the
degree of control measure applied, v position in other
control measures and severity of the consequences i the control measure ais, Hazards identified at

by the decision tree lled in the HACCP plan.

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 Hazard.

Question 1

qQuestion 2

Are control measures in place for this hazard?

ble level?

id level

Question 3

G
Question 4 Will a subsequent step aliminate the hazard or reduce it to an acceptable level?

CODEX Decision Tree
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a| 1 R Material A Bialogical Jimonetisep. 3. tphimucium, 2l oz | 4 v ‘P8 9 Specificd roquirerments A oo Reoeit Salmonella sbeent in 25
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Note: You can use the Excel document HACCP 6 Hazard Analysis

Template to document your HACCP study:

Column Header

Instruction

Area/Step Number

Enter manually

Area or Step Name

Enter manually

Hazard Category

Use Drop-down list or enter on
Hazard Category sheet then select
from Drop-down list

Hazards Identified

Use Drop-down list or enter on
Hazard List sheet then select from
Drop-down list

Specific Details about the Hazard

Enter manually

Probability

Enter manually

Severity

Enter manually

Significance

Is calculated and colour coded
automatically

Use HACCP 7 Appendix Hazard Assessment Form to decide if a CCP

for Significant Hazards scoring 9
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A set of 10 example validation records are included.

There is also a Validation Records Sub-Folder

~ B CcCP validation Cleaningand... Q-
Design Layout References Mailings Review
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Cleaning and Sanitation CCP Validation
Cleaning and Sanitation CCP Validation
Product Category Freshly Prepared Sandwiches
Step Number 7 Assembly
¥ Somninlnnlon of food with food poisoning
o on dirty
o e e Positive release of equipment after cleaning
by ATP swab
licable
% Validation Methods £ Comments
Yes No
o Third Party Scientific Validation o
s Historical Knowledge v
Simulated Production Conditions v
~ Collection of Data in normal
o production 4
Ind Code of Practi
< Admissible in industrial practices v iy s
uf recommendation
s Statistical Programmes v
i Mathematical Modelling v
A Conclusion
2 Internal Validation Required? v ]
: In house studies have shown that
= microbiological loading is significantly
- If so by which method? reduced and the risk of food poisoning
bacteria being present controlled by the use
3 of ATP swabs for positive release. Ref.
HACCP Project 1 ATP Swabbing 21/3/19.
S CCP Confirmed & Validated v ] |
-~ Authorised by(Name):
Signature:
~N Document Reference Cleaning and Sanitation CCP Validation —
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The next folder to open is the Laboratory Quality Manual

A comprehensive Laboratory Quality Manual compliant based on the
requirements of ISO 17025 is provided in Microsoft Word format. The
laboratory quality manual includes template records, procedures and

product sampling plans.
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Laboratory Quality Manual
" CONTENTS
1. Quality System
i 2. Organisation and Management
i 3. Personnel
i 4, Laboratory Accommodation and Environment
o 5. Personnel Hygiene
6. Confirmation of Work and Client Requirements
e 7. Handling Test tems
K 8. Test Methods
< 9. Bench Practices
= 10. Assuring Quality of Results
11. Equipment, Calibration and Measurement Traceability
12. Calibration Standards / Reference Materials
i 13, Reporting Test Results
g 14. Records
= 15. Purchase of Outside Services, Supplies and Laboratory Consumables
= 16. Non-Conforming Work
B Document Reference Laboratory Quality Manual QM 5.6 =~
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@ LABR 001 Laboratory Audit Form.docx 3 Mar 2020, 18:29
@ LABR 002 Laboratory Training Form.docx 3 Mar 2020, 18:29
@ LABR 003 Laboratory Autoclave Record.docx 3 Mar 2020, 18:29
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