IFS Food Safety Management System Implementation Workbook

Our comprehensive IFS Food Safety and Quality
Management System package contains everything you
will need to achieve IFS Certification.

We have written this workbook to assist in the
implementation of your IFS food safety management
system. The workbook is divided into 8 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
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Step One: Introduction to IFS Food Standard

This 45-minute comprehensive illustrated and interactive PowerPoint
training module presentation will introduce the IFS Food Standard to the
management team and explain how to start the process of implementing
an IFS compliant Food Safety & Quality Management System.
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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:

v in planning the establishment of the FSMS

v" in providing adequate support to establish the FSMS

v" in ensuring there is adequate infrastructure and work
environment

v" in allocating responsibility and authority

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

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

v 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

<\

ANANA NANAY

* Note - The IFS Food Standard also requires a corporate policy
covering:

v' customer focus

v' environmental responsibility

v' sustainability

v' ethics and personnel responsibility
v’ product requirements

A meeting should now be co-ordinated involving all the Senior
Management Team.
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Senior Management FSMS Implementation Meeting

Date

Time

Venue

Agenda

1.

2.

w

O©CeNDO A

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

Attendees:
Senior Management Team
Job Title Name Role in Team
Managing Director Chairman
Site Director Deputy Chair
Operations Manager Operations Reporting
Technical Manager Food Safety and Quality Reporting
Management Representative
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

IFS Food Standard

Action | Food Regulations

(i)

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

Requirement Policy Details

Customer focus

Environmental responsibility

Action | Sustainability

(ii)

Ethics and personnel responsibility

Product requirements
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The outputs from this meeting will be:

v" Food Safety Policy

v" Food Safety Objectives

v Defined Scope

v A Developed Project Planner

v Support Plan for Implementation/Training

v Plans for Infrastructure/Work Environment

v" Allocation of Responsibility/Authority including the appointment of
an IFS Representative

v Defined Communication Channels

* Note - The IFS Food Standard also requires a corporate policy
covering:

v’ customer focus

v’ environmental responsibility

v’ sustainability

v' ethics and personnel responsibility
v’ product requirements

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

Customer 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 pollution 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 - impraving 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 .
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Food Safety and Quality Objectives
Food Safety and Quality Ob
x a) To maintain a standard of manufacturing that complies with IFS Food Standard for auditing quality and
food safety of food products
o b) To ensure that all food is produced, stored, handled and transported in accordance with relevant
legislative requirements.
i c) To ensure that all premises used for the preparation of food are registered with the appropriate Local
Authority
d) To ensure that all risks associated with food provision are reduced to a tolerable level
& e) To ensure that all food handlers have ived basic food hygiene training
f) To ensure at all times that there is an authorised release of products only when they have been
- confirmed as complying with agreed specifications.
g) To ensure at all times that product released into the market place complies with relevant customer,
o yand latory requil
e h) To endeavour, at all times, to maximize customer satisfaction and reduce complaint levels by 10% year
- on year.
i) To pro-actively promote and encourage a culture of continuous impr within the y by
o measuring performance and taking action meet the following criteria:
m - > 98% food safety audit score
- 100% investigation of incidences of ill health or injury.
= - < 1% downgraded product
- >99.9% compliance with microbiological criteria
4 - No major GMP non-conformances
o
Company Managing Director
@
Date
2
<
=
B
Document Reference Food Safety and Quality Objectives QM 1.1.2
~ Revision 1 29*" February 2020
Owned by: Technical Manager
< Authorised By: General Manager
]
Page 10f 3 672 Words %  English (UK) - B = = - ce— — 100%

www.ifsgn.com



https://www.ifsqn.com/forum/index.php/store/product/23-ifs-food-safety-and-quality-management-system
file:///C:/Users/Tony/Documents/Master%20Website%20Files/Implementation%20Workbook%20Word/www.ifsqn.com

IFS Food Safety Management System Implementation Workbook

Key Personnel and Nominated Deputies

Job Title

Job Holder

Nominated Deputy

Emergency Response Coordinator

Food Safety Team Leader

Management Representative

Site Director

Operations Manager

Production Manager

Warehouse Manager

Maintenance Manager

Factory Safety Manager

Human Resource Manager

Quality Manager

Production Supervisor

Packing Manager

Technical Manager

Planning Manager

Goods Receipt Manager

Design and Development Manager

Planning Manager

Customer Service Manager

Laboratory Manager

Distribution Manager

Project Manager
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Senior Management Establish a Product Recall/Crisis Management

Team

Crisis Management/Product Recall Team

Crisis

Name

Crisis

Coordinator

Contact Details

Fire or Site evacuation

Health and

Safety Manager

Utility Supply failure

Maintenance

Manager
IT systems failure Operations
Manager
L Technical
Water Supply Contamination Manager
Breaches of security Site Director
Distribution Failure Distribution
Manager
Bomb Threat or similar Site Director
Bioterrorism Ma_naglng
Director

Extortion or Sabotage

Site Director

Product quality or safety

Technical
Manager
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Internal Communication

The Senior Management Team should assume responsibility for
ensuring that appropriate communication processes are established,
implemented and maintained regarding the effectiveness of the quality,
food safety (including any food safety issues) and environmental control
systems.

These communication processes can include:

- Team briefings

- Staff reviews

- Daily Management meetings
- Shift Handover meetings

- Newsletters

- Notice boards

Regular communication is important to keep all employees aware of
company performance in meeting policies and objectives. The following
key information should be communicated regularly:

- Key Performance Indicators

- Results of External Audits

- Results of Customer visits

- Results of Inspections by Regulatory Authorities

- Preventive actions

- Serious complaints

- Product withdrawal

- New product launches

- Changes in raw materials, ingredients and services

- Changes in processes, production systems, packaging,
equipment and/or products

- Changes in cleaning and disinfection procedures

- Customers or customer requirement changes

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

- Management Changes and changes in levels of responsibility
and authority

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

- Results of Inspections by Regulatory Authorities and any
changes in regulatory requirements

- New information regarding Food Safety Hazards and Control
Measures

- Food Safety Issues and Health Hazards associated with the
product

- Anything else considered likely to have an impact on food
safety

By communicating effectively with all employees all employees will be
able to contribute to the effectiveness of the Food Safety Quality
Management System.

Senior management assess plan and establish appropriate internal and
external communication (including the food chain) channels

Communication required Details Responsibility
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Step Three: Project - Food Safety Quality Management System
Implementation

The IFSQN IFS Food Safety & Quality Management System
Implementation Package contains a comprehensive IFS complaint
documentation including:

v' Food Safety Quality Manual containing a set comprehensive
procedures and an extensive range of record templates.

v HACCP Manual containing food safety procedures and HACCP
Instructions.

v’ Laboratory Manual including sample procedures and records.

The Food Safety Quality Manual contains comprehensive top level
procedures templates that form the foundations of your Food Safety
Management System so you don't have to spend 1,000's of hours writing
compliant procedures:

Food Safety Quality Management System Procedures

Section 1 Senior Management Responsibility

QM 1.1 Corporate Policies

QM 1.1.2 Food Safety and Quality Objectives

QM 1.2 Corporate Structure

QM 1.2 Corporate Structure - Job Descriptions
QM 1.2 Corporate Structure - Organisational Chart
QM 1.3 Customer Focus

QM 1.4 Management Review

QM 1.5 Communication

Section 2 Quality and Food Safety Management System
QM 2.1 Food Safety and Quality Management System
QM 2.1.1 Document Control

QM 2.1.2 Record Keeping

QM 2.2 Food Safety Management - HACCP System

Section 3 Resource Management
QM 3.1 Resource Management
QM 3.2.2 Protective Clothing

QM 3.2.3 Medical Screening

QM 3.3 Training and Instruction
QM 3.4 Staff Facilities
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Section 6 Food defence plan and external inspections
QM 6.1 Defence Assessment

QM 6.2 Site Security

QM 6.3 Personnel and Visitor Security

QM 6.4 External Inspections

5 I~ | v & ¥ B QM21Food Safety and Quality Ma.. Q- ©-
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Food Safety and Quality Management System

~

Introduction

Thec y has planned, blished, doc d and impl d a food safety and quality
management system for the site, which is maintained in order to continually improve its effectiveness in
accordance with legislation, international standards and best industry practice. The has pl. d
and developed the processes that contribute to meeting the requi of these dards and
producing safe products.

Scope

The scope of the Quality 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 international food safety dard IFS Food.

S Due diligence

- The Food Safety Quality Manual demonstrates due diligence of the company in the effective development
and implementation of the food safety management system. These documents are fully supported by the

~ completion of the records specified in this manual for the monitoring of planned activities, maintenance
and verification of control measures and by taking effective actions when non-conformity is encountered.

Food Safety

Thec yis itted to supplying safe products for consumption. As part of this commitment, all
9 products and pri used in the facture of food products are subject to food safety hazard

analysis based on the Codex Alimentarius guidelines to the application of a HACCP system. All food safety
. hazards, that may reasonably be expected to occur, are identified by this process and are then fully

| d and c so that our products do not rep a direct or indirect risk to the consumer.

- New information regarding food safety hazards is continually reviewed by the Food Safety team to ensure
that the Food Safety and Quality Management system is continually updated and complies with the latest
food safety requirements.

18

19

Should the company be required to outsource any process that may affect product conformity to the
defined standards of the Food Safety Quality Management System then the site will assume control over
this process. This is fully defined in all Sub-Contract Agreements.

20

N

The y has blished and d d clear levels of communication for suppliers, contractors,
customers, food authorities and staff within the food safety quality management system.

23
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HACCP 6 Hazard Analysis Template
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Hazard Assessment of Control Measures Form
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Step Number [ Step Name |
ik Product
15 Hazard
% Hazard Category | Physical Che Biological Allergen | Radiological
Control Measure
i Comments
Acceptable level
2 in End Product
5 :::l':”‘ 1 Not Likely 3 Probable
1Not
3 Hazard Severity | O 3 Severe
Hazard 9
o Significance Go to Decision Tree
2 (CODEX Traditional Decision Tree
b ! Question 1: Are control measures in place for the hazard?
“ Yes-Goto | No -Iscontrol necessary at | If Not, then stop, not a CCP
- Question 2 | this step for food safety?
‘Question 2: Does the step eliminate or reduce the hazard to an level?
= No-Goto | Yes - Stop this is a Critical Control Point
Question 3
= Question 3: Could ion occur at Tevels o increase to Tevels?
Yes - Go to Jjo - Stop, this is not a critical control point
4 Question 4
Question 4: Will a step eliminate or reduce the hazard to an acct level?
2 Yes - This is not a critical control point | No - This is a Critical Control Point
i Conclusion
- Critical Control Point in HACCP Plan__|
- Prerequisite Programme
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HACCP Training

An interactive and illustrated PowerPoint HACCP training presentation is

supplied to train your food safety team in the preliminary steps to a
Hazard analysis, the principles of HACCP and how to utilise the HACCP

calculator in implementing your HACCP system.

~ 8 HACCP Training Guide - Read the Slides (Read-Only) Q-
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Project IFS Implementation

In this part of the package you ensure:

v’ Steering Group are established and briefed
v 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.

IFS Food Implementation Plan

[Dacumen:
mplisant
Maintain

Senbar management demonstrate 3 cammitment ta food safety
Seniar management issue a food safety pollcy
Senbar management ectablich food safety chiectves

wa [ e

.

Seniar management defire the scope and boundaries of the FSMS.

"

Saniar management olan the establshment of the FEME.

m

Senbar management pravide adequate suopert ta establich the FEME.

Seniar management ensure there k adequate infrastnacture and
wark erwironment.

Seniar management apaoirt a food safety team leadery
Rerpesentative

% |senwar management apooirt the food safety team.
5MS resporsioliles and authorities are cacumented ard

communicated
11 |Food safety communication systems are gut in place

13 Seniar management orav e the resaurces required to estadlish,
document, Implement, malntain and update the FEME.

13 |Systems are put In place ta control FSME coctuments ard records.
L Wa '\EE'“II". Implemant training ard awaneress ﬂl’l!!l'ilri.
“anagement ensure persornel ane camaetent garticulary In terms
af fooc safety.
15 | Management ensure that systems are In place to manage aotertial
emergency stuations and accidents.

Management provide coples of the IFS Food Stancard tothe Steering
Sraup

Management establish, imglement ard maintain infrastructune and
1B (maintenance prereguisite programs {PRPs| to cantrol food safety
fazarcs

i Material characteristics are descrioed

20 |The characteristics of encl praducts are described and documenbed

The intendec use of the end prociuct i described inciuding
vuineraale goups

Flow ciagrams are prepared for all groduwcts and processes inclucing
2l the steps In the process

13 |food safety contral measures are identified

* [The foad safiety team perform a food safety hazard analysis

25 |The food safety team idertify and document fooc safety hazards

25 |The foad safiety team specify ssceatale levels far each hazan

i7 |The food safety team assess the food safety hazands

2 The food safety team select and assess cantral measwres for each
food safety hazard

23 [The foad safety team prepare the HACCA plan

The food safety team Iderttfy critlcal contral points [CCP)s for each
food safety hazard

31 |The food safety team determine the critical limit for each CCP

The food safety team determine and establish manttaring procedures
and records for gach CC2

The food safety team determine the corrections and connectve
actians to be taken when manltoring results exceed critical Bmits

The maragemen! m aliocate responsibiity and authorty for
moritoring, recarding, correctians and corrective actions

35 |The foad satety team document the SACCE par

2 |The food safety team valicate the cantral measures and combiration
af cantrol measures

The maragement team ensure all staff are competent and

57 (adequately tralned In the reguirements of the prerequisite
programmes and the HACC? Plan

38 [The maragement ectadlich a arocuct traceaaiity system

33 |71e system I used to icentdy 2nd correct nancanforming products.
Evaluate data and take carrect e actions.

A system |5 put In place ta control products thatare potentlally
unsafe induding withdrawal procedures

o1 | srstem s put In place ta control mariaring and measuring
methods and manitoring devices

Systems are put In place ta werify that the FSMS is implemented
effecthvely Inciuding internal audits

23 |The food safety team evaluate the resuits of verficatian actheties

m Thie senlor ma. TEEETENT tEAT 3Ty aut fead safety ma Tagement
redews

The senlor management team imalement actions ta continually
mprove the FEWE
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The project team should view the IFS Food FSMS PowerPoint
presentation which explains how the IFSQN IFS Food Safety & Quality
Management System documentation matched the clauses and
requirements of the IFS Food Standard.

00 M L v 5 78 IFS Food FSMS (Read-Only) - ©-
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Action Required

Relevant Documents 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 adequate 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
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Food Safety Plan Scope

The HACCP studies contained within the HACCP Manual define the
potential risks and control measures required to safely manufacture the
following products: (Enter products here)

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.

Food Safety Plans cover the process steps from:

- Ingredients
- Intake

- Storage

- Processing
- Filling

- Packing

- Storage

- Dispatch

- Distribution

HACCP Terms of Reference

The Food Safety Team defines the HACCP terms of reference. This
HACCP study covers all types of hazards (Allergens, Physical — foreign
bodies, Chemical and Biological) including:

(1) Known or reasonably foreseeable hazards that include:

(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 colour additives, and food allergens; and

(iii) Physical hazards (such as stones, glass, and metal fragments); and
(2) Known or reasonably foreseeable hazards that may be present in the
food for any of the following reasons:

(i) The hazard occurs naturally;

(ii) The hazard may be unintentionally introduced; or

(iii) The hazard may be intentionally introduced for purposes of
economic gain.
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The HACCP Team formulates a list of relevant Customer, Regulatory, Statutory and
other relevant Food Safety requirements to be considered in the HACCP scope

Customer Requirements Details

XYZ Customer Requires this

Regulatory/Statutory Requirements Details

Food Regulations e.g. REGULATION (EC) No
178/2002 OF THE EUROPEAN PARLIAMENT
AND OF THE COUNCIL of 28January 2002 laying
down the general principles and requirements of
food law, establishing the European Food Safety
Authority and laying down procedures in matters of
food safety.

Other Details

e.g. IFS Food 6.1

The HACCP study is 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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Product Description

Product Description Questions Details

What is the product name?

What will the purchaser do with it?

Details of the packaging?

How is the product processed or manufactured?

What is the composition of the product?

Is there preservation from chemical composition
such as pH or Aw?

Does the product receive microcidal treatment
such as heating, freezing, brining or smoking?

What is the Shelf life?

What is the prescribed storage temperature?

What are the prescribed storage conditions?

Who are the target consumers?

Where is the product stored?

How is the product sold?

Labelling Instructions?

Prescribed delivery conditions?

25 The intended use of the end product is described including
vulnerable groups

Documents:

HACCP 3 Intended Use

Intended Use Procedure:

The HACCP team identify the intended use and all possible users and
consumers for each product and process category.

The HACCP team also consider potential for known misuse or possible

alternative use (for example possible consumption of a product that
requires cooking such as cookie dough).
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Each Flow Diagram is confirmed physically on site by the Food Safety
team who conduct a walk through verifying all steps in the process flow
chart. Daily and seasonal variations are considered and evaluated.

e0ee® M H v+~ & -~ & HACCPS5FowDiag.. Q- ‘ ©-
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Flow Diagram Verification

HACCP Flowcharts

The HACCP Team is responsible for constructing Flow Diagrams for the products and process categories
covered by the scope of the Food Safety Management System.

Each Flow Diagram is confirmed physically on site by the Food Safety team who conduct a walk throug

5 verifying all steps in the process flow chart. Daily and seasonal variations are considered and
Records of verified flow diagrams are maintained.

w

Flow Diagram 1 Dated/Revision

S Sign to Confirm Physical

IE Team Member Name Verification of Flow Date

- Diagram

~ Technical Manager

=

o

S Document Reference HACCP 4 Flow Diagram Verification

~ Revision 1 29" February 2020

Owned by: Technical Manager
Authorised By: General Manager
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27 Food safety control measures are identified
Documents:
HACCP 6 Hazard Analysis Template

Description of Process Steps

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
terms of reference

- Those applied at other stages in the food chain

- Those applied to end products

- Those introduced by community schemes

www.ifsgn.com




IFS Food Safety Management System Implementation Workbook

Note: You can use the Excel document HACCP 6 Hazard Analysis Template to document your HACCP study

B HACCP 6 Hazard Analysis Template
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See HACCP 12 Appendix 3 Sample HACCP Plan Template for a sample of additional information required
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31 The food safety team assess the food safety hazards

Documents:
HACCP 7 Appendix Hazard Assessment

32 The food safety team select and assess control measures for each

food safety hazard
Documents:
HACCP 7 Appendix Hazard Assessment

Hazard Assessment Procedure:

Each potential food safety hazard is risk assessed 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.

For each step grades of impact (severity of adverse health effects) and
probability (likelihood of a food safety hazard occurring) are allotted and
the combined matrix used to judge the severity and priority for
elimination or minimisation of the hazard. The team identify the hazards
that need to be prevented, eliminated or reduced to acceptable levels.

3x3 Hazard Assessment using the Hazard Analysis Template

Taking this into account a rating is given for probability and severity:

e
S|l 2| =
Step Step Name Hazards Identified § 5 | F
Number =z 3
< 3
1 Dellve.ry of Bone 133
Ingredient A
Delivery of
1 I . 2
Ingredient A Campylobacter spp 316
Deli f
1 © |ve.ry © Contamination with Bacteria from pests 3|3
Ingredient A

First the Food Safety Team assess the likelihood of the hazard occurring
and enter:

1 for Highly Unlikely

2 for Possible
3 for Likely
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Then the Food Safety Team assesses the severity of the hazard and
enters:

1 for Not Severe
2 for Could possibly cause illness
3 for Severe (Could be fatal)

The Food Safety team factor in 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 to the severity score to determine all the
Significant Food Safety Hazards which score a 9.

e®® [ H - J & =+ B HACCP7Appendix.. O~ Searchin Document ©-
Home Insert Design Layout References  Mailings  Review [UCIY &+ Share A
v Rule =
Outline e Q
Gridlines
Print Web Draft Zoom Zoom New Arrange Split Switch Macros
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1 2 5 B 9 10 11 12 13 1 & 7

Step Number | Step Name |

Product

Hazard

Hazard Category | Physical | Chemical | Biological | Allergen |

Control Meastire

‘Comments

Acceptable level

in End Product

Hazard Ikely .

Likelihood 1 Not Likely 3 Probable

. 1 Not
Hazard Severity Severe 3 Severe
Hazard 5
el Go to Decision Tree

CODEX Traditional Decision Tree
Question 1: Are control measures in place for the hazard?
Yes—Goto | No -Iscontrol necessary at | If Not, then stop, not a CCP
Question2 | 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 i occur at unacce) levels or increase to unacceptable levels?

Yes—-Goto | No-Stop, this is not a critical control point
Question 4 ‘

Question 4: Willa step eliminate or reduce the hazard to an ace: level?
Yes - This is not a eritical control point | No - This is a Critical Control Point

Conclusion
Critical Control Point in HACCP Plan |
Prerequisite Programme |
Seek Alternative Control Measure |
Comments:

Document Reference
Revisi 29" February 2020

e : Technical Manager
Authorised By: General Manager
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33 The food safety team identify critical control points (CCP)s for each
food safety hazard

Documents:

HACCP 7 Determine Critical Control Points

AL = B HACCP 7 Determine Critica... Q-

Design Layout References Mailings Review

. % calibri (Body) - | |As Av || ga | |Ap| =TS TIETIEE RS A 5
| = = = = ||t=~ &»
Paste B I U - abe X, x2 +r X v A y A Styles Styles
€ v - h | i e 24| 9 Pane
P 1 1, 2 3 4 5 6 7, 8 9

10 11 12 13 14 15 16 17 o 1§ 19

Determine Critical Control Points

|dentification 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) that prevent, eliminate or reduce the hazard to the defined
acceptable levels. The Food Safety Team reviews the effectiveness of the control measures by assessing
w the effect on the Significant Food Safety 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 Significant Food Safety Hazard in combination with the
degree of control measure applied, feasibility of timely monitoring, position in flow relative to other
control measures and severity of the consequences if the control measure fails. Hazards identified at
critical control points by the decision tree are controlled 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.

=

i Question 1 Are control measures in place for this hazard?

] Question 2 Does the step eliminate or reduce the hazard to an acceptable level?

~ Question 3 Could contamination occur at . ble level or increase to unacceptable level
Question 4 Will a subsequent step eliminate the hazard or reduce it to an acceptable level?

CODEX Decision Tree

- Tt L DR ——

o Ko

o | nmn-m-‘lwuﬂa*—- Tan

i

[=]

Document Reference HACCP 7 Determine Critical Control Points
Revision 1 29" February 2020

Owned by: Technical Manager

Authorised By: General Manager
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The HACCP team establish verification procedures to confirm that the
HACCP plan including controls managed by pre-requisite programs are
effective including:

Internal audits

Review of records where acceptable limits have been exceeded
Review of complaints

Review of product incidents and withdrawals

ANANENEN

The following areas are verified by HACCP verification audit and review
of Key Performance indicators:

v HACCP plan is implemented and effective
v PRP(s) are implemented and effective
v Hazards are below identified acceptable levels

The Food Safety Team Leader is responsible for establishing an audit
schedule, allocating audit responsibility and ensuring that results of
verification audits are recorded and communicated to the HACCP team.

39 The management team ensure all staff are competent and
adequately trained in the requirements of the prerequisite programmes
and the HACCP Plan

Documents:

HACCP 12 Appendix 1 Sample HACCP Procedure

HACCP 12 Appendix 2 Sample HACCP Record

M E «©+ & & = B HACCP 12 Appendix 2 Sample HACCP Record [Compatib...  Q~ Search in Document ©-
Insert  Design  Layout References Mailings  Review  View &+ Share A

DATE:

Product: Total
fodu Tank | Product | Fat% soigs | Temp. (01 | ac. sign

Fead Tank: Fill Tank:

Volume:
Production Start Time: Production End Time: CIP Start/End Time:

TIME
PARAMETERS umITs UNITS

Flow Rate (CCP Maximum 5250) 5000-5250 /h
Pre-heater In Temperature 45-55 *C
Temp. (Homo in Temp.) 8212 *C

Supervisor Sign:

Page 10f 1 132 Words 0%  English (UK} =Y - + 100%
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Insert
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Formulas

Data

B HACCP 6 Hazard Analysis Template

Review

View

®©-

A = == Conditional Fermatting ~ &
Calibri {Body) " A= A = Sr % v g ( E -
Z = = = » Format as Table ~
Paste B I u - - A . —l— Number Cell Editing
= L = 8= || P g Cell Styles ~
c1z2 fx Biological v
1 |Hazard Analysis ‘{
Hazard Assessment L
v s
i
r 8 z Use HACCP 7 Appendix Hazard Assessment Form
M I to decide if a CCP
o] i
R O
i '
I i «
' I g
& ¥ c 2 Thisis i
¥ c |7
Areal pecific Detalls ¥
Step Area ar Step Name Hamrd Category ‘Hszards dentified k h“md“"“‘ g Costrol measure which contrals the Hazard Costral Limit
Number
a| 1 R Material A Bialogical Jimonetisep. 3. tphimucium, 2l oz | 4 v ‘P8 9 Specificd roquirerments A oo Reoeit Salmonella sbeent in 25
z Goods In Chemmical Lubricants Food gradeail used | 1 1 1 P50 % Sperificd roquirerments €OC an Recipt
- “Segrmgation and denificatian of g
1 Storage Allergen Eggs F T ) GMP 18 Packing and stormge of prodect h P
4 Mixing ‘Redsclogical Indine-131 Risk of Radiation in 1 2 2 GMP 12 Waier quality and ulility management | Annuzl Testing Repart from Water Company|
P seus
£ Prociact Parmlation Physical Stones Pruitatonca in Chersies| 2 | 3 | & P86 9 Specificd roquirersents €OC an Reccipt
3 Samitarian Chemical CIP Chemicals F T ) ¢ | GMP 11 Homsekeeping, closning and hygiene CIP to specification
e
T Processing Bialogical Liskeria monocyiogenes. | Presemtinaw moterial| 3 | 3 I v TFasteurisation Pasteunsaiizn Manimum Rl
4 » Hazard Analysis Hazard Category Hazard List Control Measures Control Limits +
Ready H WE] = £ 70%

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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Training

A significant part of the implementation process is training. Job
Descriptions should be available for all staff and they should be briefed
and aware of their food safety responsibilities.

A training matrix and plans should be drawn up for all staff and the
relevant training given based on responsibility and authority.

Staff Training Matrix

!ml
Tesi

ining required
iing Completed & Dste
Training Not Required

Training Course

8
1& 5 &/ &S &S ES &S S &S S &S &S ES &S S &S ES S

K ¢
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&
S
&/ S
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Gl 2o 2o LA ALl bl e e e

We have provided a Staff Training Matrix Template in Microsoft Excel

Format.

For each employee and individual training record should be completed.
QMR 002 Training Record is provided in the documentation pack as a

template:
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QMR 002 Training Record

eee M EHw-U B = 7B QMR 002 Training Record [Compatibility Mode]

Home Insert Design Layout References  Mailings  Review

Print  Web Draft o com .
Layout Layout Navigation Pane to 100% Page Width Window Al Windows
- 7 r— T T . -

Name: Employee Number:

Company Start Date: Position:

Prior External Qualification(s), SKills & Experience :

Rssessed as

LL’::‘"! Details of Internal Training or External Training Course :::"I: (rs.-I:Ir:; cumt::ll“\‘lf Sl)ln-d
Weeks1-4 | Induction

Food Safety & Quallty Policy Briefing

Food Safety & Quallty Objectives

Health and Safety Procedure

Records monitoring and control

Weeks 5-13

Page 10of 3 150 Words [ English (UK}
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Training should be given to all staff and also include:
Job/Task Performance

Company Policies and Procedures

Good Manufacturing Practices

Cleaning and Sanitation procedures

HACCP

Bio security and Food Defence

Product Quality and Grading

Chemical Control

Hazard Communication

Blood borne Pathogen

Emergency Preparedness

Employee Safety

Safety Regulatory Requirements/Quality Regulatory Requirements

NN N N N N N N AN NN

The Food Safety Team should receive extra training:
v" Internal Audit Training (Conducted in Step Seven)
v" HACCP Training

Remember all food handlers should receive Basic Food Hygiene
Training
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Step Four: Internal Auditing & Management Review

Internal Auditor Training - An interactive and illustrated Internal Audit
training presentation to train your Internal Audit procedure.

@0 e M . ¥  ‘H Internal Auditor Training Guide... Q- ©-

Home Insert Design Transitions Animations Slide Show Review &t Share A

Normal Outline Slide Notes Slide Handout Notes Guides Notes Zoom Fitto Macros
View Sorter Page Master Master Master Window

Before we start I would

like you to spend a few
IFS Food minutas discussing the
Internal Audit Training purpose of Internal

Audits with the person
next to you

i the nest few stices we wil go
throug the intrna audt
procedure and wour role in

Iternad Audtng

Slide 10f 37  English (United Kingdom) B B = - —— 66% [

www.ifsgn.com




IFS Food Safety Management System Implementation Workbook

Senior Management Review Meeting Notification

Date

Time

Venue

Agenda

1. Review of the Quality and Food Safety Policy

2. Review of Management Changes

3. Minutes and Follow-up actions from previous review meetings

4. Outstanding Non-conformances as a result of internal and
external audits

S. Results of external second and third-party audits

6. Trend analysis of Customer and Supplier complaints

7. Analysis of the results of verification activities including internal
hygiene and HACCP plan verification audits

8. Quality Key Performance Indicators Review and trend analysis

9. Emergencies and Accidents

10. Process performance and product conformity

11. Corrective and preventive action status

12. Food Safety incidents including allergen control and labelling,
recalls, withdrawals, safety or legal issues

13. Review of planning and development of the processes needed
for the realisation of safe products including changes which
could affect food safety and the HACCP Plan (including
legislation changes and scientific information)

14. Changes to policies and objectives

15. Communication activities and effectiveness of communication

16. Results of review and system updating

17. Review of Resources and effectiveness of Training

18. Recommended improvements

19. Customer Feedback and Sales levels are reviewed to give an
indication of trends

20. A.O.B
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Attendees:

Senior Management Team

Job Title Name Role in Team

Managing Director Chairman

Site Director Deputy Chair

Operations Manager Operations Reporting

Technical Manager Food Safety and Quality 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

M@ 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

General Manager - Chairman
Operations Manager
Engineering Manager
Supply Chain Manager
Distribution Manager
Technical Manager

Review Inputs

Performance, Review Corrective or Preventative
Comments & Details Action Required

Review of the Food Safety |-
& Quality Policy
Review of Management
Changes
Minutes and Follow-up
actions from previous
_review meetings
Outstanding Non-
conformances as a result of
internal and external audits
Trends analysis of the
results of internal and
external audits
Results of internal, second | -
| and third-party audits |
Trend analysis of Customer | -
and Supplier complaints

Document Reference Management Review Record QVIR 001 =
Revision 1 31st March 2012
Owned by: Technical Manager

Authorised By: General Manager
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Use our IFS Checklist assess your Food Safety Management System

We recommend that the IFS Representative carries out a pre-certification audit to ensure that you are satisfied
that your food safety management system meets the requirements of the IFS Standard. The IFS Representative
should read the relevant section of the IFS Standard and assess if you are compliant, making notes on the
checklist that we have provided.

IFS Food Standard

Section 1 Senior Management Responsibility

1 Senior Management Responsibility Compliant
: Comments
Clause | Title Yes No
1.1 Corporate policy/Corporate principles
1.2 Corporate structure
1.3 Customer focus
1.4 Management review

IFS Food Standard

Section 2 Quality and Food Safety Management System

2 Quality and Food Safety Management System | Compliant

Clause | Title Yes No Comments
2.1 Quality Management

211 Documentation requirements

21.2 Record keeping
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