SQF Food Safety Management System Edition 9 Start Up Guide

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

The IFSQN SQF Food Safety Management System Package includes:

v" A comprehensive set of editable Food Safety Management System
Procedures

v" A comprehensive set of editable Good Manufacturing Practice
Procedures

v A range of easy to use Record Templates

v Additional HACCP documentation including the HACCP Calculator

Tool

Introduction to the SQF Food Safety Management System Training

Modules

Allergen Risk Management Tools

Food Fraud Risk Assessment Tool

Supplier Risk Assessment Tool

Internal Auditor Training

HACCP Training

Verification and Validation Record Templates

Supplementary Documents and Management Tools
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SQF Food Safety Management System Edition 9 Start Up Guide

When you download the package, you will find this start up guide
and 4 folders containing the package documents and tools:

Mame ~

Food Safety Management System Templates
Good Manufacturing Practice Templates
Implementation Assistance
Sample FSMS Record Templates
= S0QF 9 Food Safety Management System Start Up Guide.pdf

L A .

Your first job is to obtain your own copy of the SQF Food Safety
Code for Manufacturing Edition 9 from the SQFI website

(Free to download)
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Start by opening the Implementation Tools folder:

MName

@  Senior Management Implementation Workbook Forms
= SQF 9 Food Implementation Workbook.pdf
B SQF 9 Implementation Plan

2 SQF FSMS Training Presentations

2 Training for Internal Auditors

> Unannounced Audit Protocol

The main document in the folder is the SQF 9 Food Implementation
Workbook
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The checklists are also provided in Microsoft Word format in the
document SQF 9 Food Implementation Workbook Forms:

@e®® M EH «»- O & =+ 3 Senior Management Implementation Workbook Forms [Co...
Home Insert Design Layout References Mailings Review View

Page 9 of 24 2400 Words &  English (US) EN B = = - - oe———— 35%

Following the Senior Management Input there is quidance for the
implementation of the documentation supplied in the package

Step Three: Food Safety Management System Implementation
Step Four:  Good Manufacturing Practices Implementation
Step Five:  Project Planning

Step Six: HACCP Implementation

Step Seven: Training

Step Eight:  Final Steps to SQF Certification
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In this folder, you will find the SQF 9 Implementation Plan which can be
used to by Senior Management to plan the development of your SQF
Food Safety Management System

Dd -9 = T SOF 9 Implemantation Plan
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& 1 |Seniorma ] rate a i to food safety
9 | 2 |Senior management issue a food safety policy and objectives 1
10| 3 |Senler ma plan to blish a foad safety culture i
11 | 4 |Senior ma define the scope and boundaries of the FSMS. 2
12 | 5 [Senior ma plan the blish of the FSMS. 1
13 | & |Seniorma provide ad suppaort to blish the FSMS. 3
7 Senior management ensure there is adeguate infrastructure and work 7
14 environment.
15 | 8 [Seniorma appoint a food safety team leader/SQF Practi 7
16 | 9 |Seniorma appoint the food safety team. 4
17 | 10 [FSMS ibilities and authorities are doc d and ¢ jcated | 2
18 | 11 |Food safety c i systems are put in place 2
B Senior management provide the resources required to establish, 5
19 1 impl in and update the FSMS.
20| 13 |Systems are put in place to control FSMS documents and records 31
21| 14 ti training and awareness progr 31
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There are three sub-folders in the Implementation Tools Folder; SQF
FSMS Training Presentations, Unannounced Audit Protocol and Training
for Internal Auditors.

@ Senior Management Implementation Workbook Forms
= S0F 9 Food Implementation Workbook. pdf
B SQF 9 Implementation Plan

> SQF FSMS Training Presentations

> Training for Internal Auditors

> Unannounced Audit Protocol

SQF FSMS Training Presentations Sub-Folder

There is a PowerPoint training presentation that explains how the Food
Safety Management System Tools & Templates match and comply with
Module 2 System Elements for Food Manufacturing

(e 0@ 8 wv-0 7 SQF Code 8 Module 2 Food Safety Management System Training Guide - IFSQN (Read-Only)
Insert  Design  Transitions  Animations  Siide Show  Review  View

SQF Code Module 2 1ternational

Food Safety od Safety & Quality Network

Management System for .
Food l\.lla_nufacfuring
- R SQF Code Module 2
z Food Safety

The _SQF Code is
BLIEhE] vy Management System for

(BQH) Food Manufacturing

* Training Guide

There is a PowerPoint training presentation that explains how the Food
Safety Management System Tools & Templates match and comply with
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These Food Safety Management System Templates match the clauses
of the SQF Code and comply with Module 2 System Elements for Food
Manufacturing. The Food Safety Management System 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.

Mm&a « B FS 2.21 Food Safety Managem... Q- Se:
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Food Safety Management System
Introduction
Thec y has pl d blished, doct d and impl. d a food safety management
system for the site, in order to continually improve its effectiveness in accordance with legislation,

international standards and best industry practice. The ¢ y has pl d and developed the
processes that contribute to meeting the requir of these dards and producing safe products.

Scope

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

- Due diligence

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

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

A encountered.

q Food Safety

The ¢ yis itted to supplying safe products for consumption. As part of this commitment, all
products and processes used in the manufacture and handling of food products are subject to food
safety hazard analysis based on 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 evaluated and controlled so that our products do not represent a direct or indirect risk to the
consumer. New information regarding food safety hazards is continually reviewed by the Food Safety
Team to ensure that the Food Safety Management System is continually updated and complies with the

latest food safety requirements.

Communication

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

C ication arrang; and food safety communication responsibilities for all levels of
management are contained in the food safety manual.

Document Reference FS 2.2.1 Food Safety Man
Revision 0 1* November 2020

Owned by: Quality Manager
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The documents are provided in Microsoft Word English (US) format and
are easily edited to suit your organization.
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Open the FS 2.4.3A Additional HACCP Tools Folder

Name

2 Sample HACCP Documents
= SQF HACCP Caleulator Instruction 1
= SQF HACCP Calculator Instruction 2
= SQF HACCP Calculator Instruction 3
d° SOF Hazard Calculator.xlsx
= Training Guide - HACCP SQF Module.pptx

This folder contains supplementary documentation to FS 2.4.3 Food
Safety Plan (21page HACCP procedural template)
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Allergen Management Assistance

The package contains comprehensive allergen management
documentation to supplement FS 2.8.1 Allergen Management Procedure
and an Allergen Management Tool:

BFS281 Allergen Management [Compatibility Mode]
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Mustard
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Sulphur Dioxide

Fish

Shellfis & Sulphites
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Laboratory Management Assistance

The package contains a supplementary comprehensive Laboratory
Quality Manual compliant with the requirements of ISO/IEC 17025 to
compliment FS 2.4.4 Product Sampling, Inspection and Analysis.
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In Edition 9, the SQF Code requires internal laboratories that are used to
conduct input, environmental, or product analyses, sampling and testing
methods to be in accordance with the applicable requirements of
ISO/IEC 17025.

The Laboratory Quality Manual will prove very useful to Laboratories that
are new to the requirements of ISO/IEC 17025.
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Product Development Assistance

The package contains documentation and tools that supplement FS
2.3.1 Product Development:
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Product Development

Introduction
pany has established, d i a procedure for product St

‘which is maintained in order to meet the of the Food Safety

Scope

The scope of the procedure for all products site and activities

conducted on site. Product
that they meet the intended use

ped by authorized to ensure

Should the site be required to outsource any process that may affect product conformity to the defined
the site will the product process.

Procedure

Al design and activiti dinated,

by team and the Product
Development Manager has overall for all design and it

The development team are responsible for planning, identifying inputs, generating outputs, reviewing
and verifying the design and development process. Each stage of the process is documented by the New
Product Development Manager as they follow the NPD Plan generated.

‘The development team identify the design and development inputs by completing a Product
Development Brief (NPD 002)

At this tage, the development team willcary outa isk assessment to ensure that the intended

product does not. Y ope team are responsible for ensuring

that the process flows for all new manuﬁcwnng processes are designed to ensure that product is
according d product ind to prevent

‘The team will take into consideration possible all d i

of vegetarian products with meat products and preservation of products and how these materials will

be handled to ensure food quality, safety and legality are maintained. For Id preserved products

including organic, gmo, and certified orgin, the product team carry out a risk

of the raw material to identify routes of d confirm compliance with

throughout the purchasing and supply chain. The appropriate procedures are then applied to handling

raw material, intermediate product and end product to prevent cross-contamination and preserve the

identity status of the product.

Where packaging materials pose a product safety risk, special handling procedures are introduced to
prevent product contamination or spoilage.

Document Reference F5 2.3.1 Product Development
Revision 0 1 November 2020

Owned by: Product Development Manager
Authorized By: Quality Manager
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Product Development
The Senior team conduct at specific contract review meetings. The

Senior Management team consider the site capability to meet the customer, statutory and regulatory
requirements where applicable with the current resources available. Requirements related to the
product as specified by the customer, including the requirements for delivery and those not stated by
the customer but necessary for specified or intended use are determined.

Customer technical requirements, where specified, are contained in the Customer Codes of Practice or
Product Specification which are used by the Quality Manager to determine the manufacturing process,
test conditions and regimes for each product. Details of the required verification, validation, monitoring,
meastremint,iapection and test sctvites pecfc i the prockct s the criera for prodct
acceptance are in the product and the
Quality Manager prior to first production. The Quality Mmgu then issuesa pmdm specific process
specification to all departments including production and the Laboratory. In the absence of specific
customer requirements, production will follow the standard manufacturing and testing regimes.

When special procedures are introduced, new production records are developed, established and
maintained to log failures and corrective actions taken. The result of this review is recorded and actions
included in the design and development plan.

New Plant and Equipment

New Plant and Equipment requirements are authorized by the General Manager. The Engineering
Manager is responsible for sourcing new Plant and Equipment and the Senior Management Team
including the Product Development Manager and Quality Manager approved the equipment meets
quality, food safety and hygiene requirements. It is company policy that all new plant and

meets relevant legislation and also in the European Union bears a CE marking. The Engineering Manager
ensures that all plant and equipment is supplied with a Certificate of Conformity confirming it i fit for
purpose (Suitable for use in a Food Environment). The Engineering Manager s responsible for the
installation and commissioning of new plant and equipment in a hygienic and controlled manner such
that it does not represent a risk to product. The Quality Manager is responsible for approving the
release of new Plant and Equipment for shelf lie trials and then production.

Product/Shelf Life Trials

The Development team co-ordiate production poving tial and confims scceptsble qualty, shelflife
and transit stability of the product. Correct operation of
Shelf life is established, taking
subsequent storage conditions.

packaglng, y envi and

Shelf life trials use documented protocols as per customer codes of practice or where not specified as
per standard company criteria.
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Assistance with Supplier Risk Assessment

The package contains documentation and tools that supplement FS
2.3.4 Approved Supplier Program:

M FS 2.3.4 Approved Supplier Program [Compatibility Mode]

Mailings  Review  View
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Approved Supplier Program Approved Supplier Program
Introduction New materials, services and suppliers are initially selected by the Purchasing Manager, who is

The company has established and implemented procedures for selecting, evaluating, approving, and
monitoring suppliers in order to ensure all purchased materials conform to agreed specifications in

for selection of

and for negotiating supply contracts. On

selecting a new material, service or supplier the Planning Manager requests approval from the Quality
Manager. All new materials are subject to the Design and Development Procedure.

order that the safety of the finished product is not compromised.

The new material, service or supplier is assessed by the food safety team then approved by the Quality
Scope Manager prior to supply. Criteria for selection, evaluation and approval of suppliers are recorded.
Adocumented risk analysis of each raw material or group of raw materials to identify potential risks to
product safety, integrity, legality and gquality is carried out by the Food Safety Team taking into account
the potential for:

The scope of the procedure for supplier approval includes all purchasing activities that have an impact
on the Food Safety Management System including Food Fraud Prevention and Food Defense
requirements.

Microbiological contamination
Chemical contamination
Physical contamination

d possible allergen
Possible substitution ar fraud
Effect on product quality

Procedure

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

LRR AR

Consideration is given to the significance of a material to the quality of the final product. The results of
‘the risk analysis dictate the criteria for supplier assurance, testing and acceptance of raw materials and
procedures for supplier manitoring. All risk assessments are reviewed when there are changes to
Initially suppliers are used because of their historic service record including Performance, Customer materials and at a minimum annually.
nomination or Price. This the starting point for an ier list. With the i

controlled approved supplier list, suppliers who do not refiably achieve specification are either deli
orif eritical to the business, are given technical support to become reliable. New suppliers are only
added to the list following successful sampling and technical approval, Customers can add a nominated
supplier to the list. This nomination may be overruled where product safety could be jeopardized

ofa
d

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

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

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

Document Reference FS 2.3.4 Approved Supplier Program
Revision 0 1% November 2020
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Including FS 2.3.4A Supplier & Material Risk Assessment Template:

i FS 2.3.4A Supplier & Material Risk Assessment
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4 5 injuries 25 Extreme Close Surveillance of Supplier and Material Required
5 a Risk Service Major - serious injury, extensive injur 16-20 High Supplier and Material/Service Monitoring Required
6 3 Contact Packaging Moderate - 9-15 Maderate Material/Service Monitoring Required
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13 1 A Chocolate Topping Final Ingredient Salmonella Present. Not Further Processed on Site 5 5 Yes Supplier Audit every 6 months Pasitive Release by Site prior to Use
2 B Flour for Baking Raw Ingredient. Salmonella Present Further Processed on Site a a 1 | Mo Onsite Process ‘Supplier Auit every 2 Years Certificate of Analysis with each Delivery
i) Control - Cooking.
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The next folder to open is the Good Manufacturing Practice
Templates folder

These Good Manufacturing Practice Templates match the clauses of the
SQF Code and comply with Module 11 Good Manufacturing Practices
for Processing of Food Products.

Name ~

= GMP 11.1 Site Location and Premises.docx

7 GMP 11.1A Site Premises Factory Plan.xlsx

= GMP 11.1A Site Premises Plan.docx

= GMP 11.2.1 Repairs and Maintenance.docx

= GMP 11.2.2 Maintenance Staff and Contractors.docx

= GMP 11.2.3 Calibration.docx

= GMP 11.2.4 Pest Prevention.docx

= GMP 11.2.5 Cleaning and Sanitation.docx

= GMP 11.3 Persennel Hygiene and Welfare.docx

= GMP 11.3A Protective Clothing Risk Assessment.docx

= GMP 11.4 Hygiene Policy.docx

= GMP 11.4 Personnel Processing Practices.docx

= GMP 11.5 Water, lce and Air Supply.docx

= GMP 11.6 Receipt, Storage and Transport.docy

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

= GMP 11.7.2 Thawing of Food.docx

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

= GMP 11.7.3B Control of Brittle Materials.docx

= GMP 11.7.3C Glass & Brittle Material Breakage Procedure.docx
= GMP 11.7.3D Control of Knives.docx

= GMP 11.7.4 Detection of Fareign Objects.docx

= GMP 11.8 Waste Disposal.docx

Procedures included in the folder are numbered to match the clauses of
the SQF Code and are as follows:

Good Manufacturing Practices for Processing of Food Products

GMP 11.1.1 Site Location and Premises including:
Building Materials

Lighting and Light Fittings

Inspection/Quality Control Area

Dust, Insect, and Pest Proofing

Ventilation

Equipment and Utensils

Grounds and Roadways

GMP 11.1A Site Premises Plan

GMP 11.2.1 Repairs and Maintenance

GMP 11.2.2 Maintenance Staff and Contractors
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There is also a Validation Record Samples Sub-Folder

Here there are a range of validation records.

Name
@ CCP Validation - Cleaning After Mut Production.docx
@ CCP Validation - Dispatch and Distribution Temperatures.docx
@ CCP Validation - Glass Control.docx
@ CCP Validation - Metal Detection.docx
@ CCP Validation Cleaning and Sanitation.docx
@ GMP Validation - Calibration.docx
@ GMP Validation - Maintenance.docx
@ Sample Control of Foreign Matter Contamination PRP Validation.docx
@ Sample Ingredients Foreign Body Control Policy Validation.docx
@ Sample Personnel Hygiene and Welfare PRP Validation.docx

Metal Detection CCP Validation

Metal Detection CCP Validation

Freshly Prepared Sandwiches
Step Number B Packing
Hazard Presence of metal objects
T Metal toa of 5mm Ferrous
e and Non-ferrous
licabl
i Applicable
Yes No
Third Party Scientific Validation o
History indicates a significant reduction
storical Knowledge o
Al Ko in risk by using a metal detector
P G W
Collection of Data in normal 7
production
Industry Code of Practice
le in ind | o recommendation 3mm Ferrous 3.5mm
Stainless
Legislation o
Mathematical Modelling o

Document Reference CCP Validation - Metal Detection
Revision1 10 May 2017

Owned by: Technical Manager

Authorised By: General Manager
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Free Online Technical Support

Finally, a reminder.

One of the unique features of our packages is that we provide technical
support.

This package includes online technical support and expertise to answer
your questions and assist you in developing your SQF 9 Food Safety
and Management System until you achieve certification.

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

www.ifsqgn.com




