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Section 1:

Introduction and Instructions
This Workbook provides a flexible template for creating a Pre-requisite Program for your Facility.  If there is an existing Food Safety Program, this workbook can be used as a supplement or a comparison document.  It was not developed in order to replace existing documentation or Pre-requisite Programs.  

When establishing a food safety program the following steps are key to success: 

1) Document what you already do;

2) Identify the types of documents and procedures you already have established; and 

3) Identify what steps you have to take in order to have a fully comprehensive program.  

Below is an illustration of how the BAC Generic Pre-requisite Programs should be used as a reference for completing the Pre-requisite Program Workbook.  The illustration also indicates the correlation between the Pre-requisite Program Workbook, the SOPs, and other support documents. 
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Workbook Organization

The first section of the Workbook, Introduction & Instructions, is self explanatory.  The reader should pay close attention to the suggested use of the material contained in this document.

The purpose of the Brewery Background section is to describe the specific brewery for which the food safety program is being developed.  This is an important first step in writing a comprehensive Pre-requisite Program.  

The Document Control section is created to organize and describe how the Pre-requisite Programs and the accompanying support documents will be maintained.

The main body of the Workbook describes the Pre-requisite programs and is divided into sections which correspond with the BAC Generic Pre-requisite Programs.  

Finally, there is an Appendix to this Workbook that is a separate document.  The Appendix contains sample SOPs and Forms that may be used to create internal documents.
The Pre-requisite Programs Templates

This Workbook includes six sections, representing the CFIA FSEP Pre-requisite programs, and reflecting the information contained in the BAC Generic Pre-requisite Programs document.  These Workbook sections, when appropriately completed by the user, may become the user’s company specific Pre-requisite Programs.  

The sections are:

· Premises

· Transportation, Receiving and Storage

· Equipment

· Personnel

· Sanitation and Pest Control

· Recall

The Pre-requisite Programs Templates (Continued)
Each of the above mentioned sections has several different parts.  These are:

· Purpose
· Scope
· Activities (including the BAC PP Generic Model Reference)
· Responsibility

· Frequency

· Standard Operating Practices

· Support Documents

· Deviation and Corrective Action

· Verification

The following describes the typical content of the Pre-requisite program component parts and how they should be completed:

· Purpose is the reason why the section is important. When filling in this component, a HACCP/Food Safety Team should review the purpose statement to ensure it is accurate and add any additional information as necessary.
· Scope is the range of topics / items of the section.

· Activities are the actions that need to be taken to fulfill the requirements of the section. The workbook includes references to the BAC Generic Model, which contains corresponding points of the Canadian Food Inspection Agency (CFIA) FSEP program.  
· Responsibility identifies who completes a specific activity. HACCP/Food Safety Programs typically require three levels of responsibility: 
· The first level is the employee that completes the activity.  

· The second level is the manager or supervisor that monitors the employee to ensure they complete the activity.  
· The third level is the employee who verifies or checks that the activity has been completed and the appropriate records and/or documentation are being maintained (usually a Manager or HACCP/Food Safety Coordinator).  It is important to note that a different employee (usually of higher authority) verifies the activities and/or records/documentation.
·  Frequency indicates how often the activity is performed.  

Standard Operating Practices (SOPs) 
SOPs are detailed descriptions of employee activities.  Employees may utilize the SOPs in order to perform their day-to-day functions to support food safety and do so in a consistent manner.  SOPs also prove to be beneficial when training new employees.

Generic SOPs have been provided so that the user of this Workbook can change the contents and develop company specific SOPs.  

The user may: 

· customize all the generic SOPs; 

· customize only a selected number of generic SOPs; 

· customize all the generic SOPs and develop more SOPs; or 

· customize a selected number of generic SOPs and develop more SOPs.  

Support Documents 
Support Documents such as logs, forms or records are documents that employees and managers complete, that support their activities and provide evidence that specified activities have taken place.  Suggested documents have been provided so the user of this Workbook may customize the contents or compare to existing documents (See Appendix).  

The user may: 

· customize all the suggested documents; 

· customize only a selected number of documents; 

· customize all the documents and develop more documents; 

· customize a selected number of documents and develop more documents; or 

· not utilize any of the documents, but use as a comparison for existing documents.

The suggested documents may be customized in a manner that is useful to the brewery.  Documents should be designed to capture important information.
Deviation & Corrective Action
This is one of the most important components of each section and should be completed understanding that the Deviations (the point at which intervention is required) and Corrective Actions are the key to a Food Safety/HACCP Safety Program.  For the purposes of this Workbook, a Deviation is defined as what could or does go wrong and a Corrective Action is defined as what is done to fix what went wrong.  Because this Workbook is generic, it is impossible to specify all possible Deviations and Corrective Actions, therefore this component instead provides a framework for you to follow.  Unlike other components, you must develop your own Deviations and Corrective Actions for each section in the spaces provided.  Corrective Action is what is done to fix what went wrong. 
Verification:  The Verification component specifies who double checks that the designated procedures are being completed and documented as specified.  This component provides a suggested time interval and a default individual as a job position responsible for verification.  
How To Document Your Own Pre-requisite Programs
Option A – Use this Workbook to complete an electronic template:

· Make an electronic copy of this Workbook;
· Complete the necessary sections, adding and removing information as it relates to your brewery;
· Delete the ‘How to’ information and instructions; and
· Customize using your company logo and document control procedures (deleting the BAC logo, etc.).
OR

Option B – Use this Workbook to enhance an existing plan: (Continued)
· Copy the appropriate sections from the Workbook;
· Complete the requires SOPs and support documents appropriately;
· Customize the selected section using your company’s document control practice; and
· Insert into your company’s food safety plan.
How to complete this Workbook
· Read and ensure you understand the contents of the BAC Generic Pre-requisite Programs.

· Use the BAC Self Assessment checklist to evaluate “where you are”.

· Use the corresponding sections of this Workbook to develop your own Pre-requisite programs.

· Where options are provided, choose the appropriate option (delete the non-applicable option) and/or write your company specific standard.

· Review and utilize the support documents associated with each program.  Modify the suggested support documents so they are appropriate for your operation (see Appendix).

· Establish operation specific corrective actions to deviations. 

· Implement the use of the support documents.  Appendix includes suggested support documents.

· Develop and implement Standard Operating Practices to accompany the corresponding Pre-requisite Section.  Appendix includes Generic SOPs that require customization.

· Review and modify the contents of the Pre-requisite programs as necessary.  Review at least once per year.
How to complete this Workbook (Continued)
The information in this Workbook is based on a HACCP based food safety system.  It is therefore important that the programs are completed properly and reviewed on a regular basis by competent individuals (e.g. internal persons with adequate training and experience in implementing HACCP programs, external consultants).  

How to complete the Pre-requisite Program Templates
The Pre-requisite Programs are a set of food safety standards to which brewery adheres.  A checklist has been provided prior to each section to assist the user in determining actual current internal activities.  This checklist may (or may not) be used, depending on the user’s needs.  

This BAC Pre-requisite Programs Workbook is a generic document.  In order to be company specific, the Workbook must be customized in a manner that reflects the actual operations at the brewery for which the programs are being written.  The user must read the information contained in the Workbook and determine:

· which sections are currently applicable to the brewery and have been implemented
· the sections that are applicable, but not yet implemented

· which sections are not applicable

In order to have a comprehensive Pre-requisite Program, Standard Operating Practices (SOPs) and support documents must be included.  SOPs and support documents make the standards, which are written in the Pre-requisite Program operational, as they support how the labour employees conduct their day-to-day activities. 
Section 2:

Document
Control
Instructions

Document Control
The purpose of document control is to ensure that all documentation is properly updated, maintained, controlled, and the Pre-requisite Program remains up to date.   

Many companies have established ways of recognizing and controlling documents.  When utilizing this Workbook, it is important to recognize how your company currently controls documents.  Depending on the extent that this Workbook is used, you may choose to follow company specific document control measures or use those presented in this Workbook.

A Document Revision Log should be used to record all revisions made to documents.

Revising documents is usually the responsibility of the HACCP Team Coordinator.  The revision of documents should occur on an ongoing basis.

Document Control Components:


Note: 
The “header” and “footer” can also be customized, but should follow document control.

	Do you have a method of controlling the documents in your Facility?

YES       NO

If you have answered YES:

· The name of the section is _________________________.  
· Provide your company specific document control description 
here and then proceed to the next Section.

If you have answered NO,
· Follow the Instructions in Section 1 (above) on how to complete
this Workbook and how to complete the Pre-requisite Program Templates

· Develop your Document Control section.




NOTE:
 Compare current docum  ent control measures with the statements below and decide whether to incorporate all or some measures presented here, or to alter this Workbook to your company specific document control measures.  

Document Control Procedure Template

Please complete the following pages 
according to your company’s procedures.

Purpose

The purpose of document control is to ensure that all documents and records relevant to the Food Safety System are properly updated, maintained and controlled, and the Pre-requisite Program and HACCP Plan remain up to date.   

Scope

This section covers the Pre-requisite programs, HACCP Plan and all supporting documents and records.

Responsibility
· The (specify job position) ______________________ (e.g. HACCP/Food Safety Coordinator) ensures proper document control.  This includes properly updating, maintaining and controlling; standards, standard operating procedures, support documents, and HACCP plan on an ongoing process.  
· The ________________ (e.g. HACCP/Food Safety Coordinator) ensures proper ongoing maintenance of document control.  
· The _______________ (e.g. a Manager or HACCP/Food Safety Coordinator) reviews and verifies any deviation requests to assess if it is necessary to alter present standards, standard operating procedures, support documents, and HACCP plan.  
Activities
· The up-to-date Pre-requisite Program and HACCP Plan are kept in a manual that is located in ________________________________ (e.g. the HACCP/Food Safety Coordinators’ office) and contains all the original documents. Additional copies of the Pre-requisite Program are available to other departments in determined locations.  The (specify job position) ___________________________ (e.g. HACCP/Food Safety Coordinator) ensures all copies are current and complete.
· Each page/document should have the following: the title, code, page number, revision number, completed by, date of completion, approved by, and approval date to identify each page.  
Activities (Continued)
· There is an index that summarizes the contents of the Pre-requisite Program. 
· A change to the Pre-requisite Program may be suggested by anyone in any department.
· Changes are communicated to any Manager or Supervisor and then to the HACCP Team Coordinator.
· Upon approval by (specify job position) ______________________ (e.g. HACCP/Food Safety Coordinator) makes changes to the Pre-requisite Program.
· All changes are recorded in a revision/change log.
· Department document control includes a copy of the Pre-requisite Program and HACCP Plan as well as corresponding support documents.
· Current support documents in use (daily, weekly, monthly) are located in appropriate locations throughout the operation and/or in the ______________ (e.g. Department Manager’s) office. Each area or Department has a storage source for all document keeping.
· A supply of blank documents are located in the where appropriate.
· As documents are completed (daily, weekly, monthly), they are stored in the identified location.
· The (specify job position) __________________________________ (e.g. HACCP/Food Safety Coordinator) collects and catalogs every department’s monthly files in a central area during the course of the year.
· Records are kept for ______________ (e.g. two years).

Documents/Records

· Revision/change log
Section 3:

Brewery
Background

Instructions
Purpose
The purpose the Brewery Background section is to define the commodities and services at your Facility.  When developing your operation specific Pre-requisite Program, you should continuously consider the parameters in which you are operating and this should result in the developing appropriate procedures and standards.  

Why is the Brewery Background section important?

· It defines your business so it defines what you need to do to ensure food safety.

· It provides an auditor or other third party individuals information about your business in order to understand your food safety system.

	Do you have a full description about your Facility’s background?

YES       NO

If you have answered YES, the name of the section is _______________________.  Provide your company specific background description here and then proceed to Section 3: Document Control.

If you have answered NO, 
· Follow the Instructions in Section 1 (above) on how to complete this Workbook 

· Develop your Brewery Background section.




Brewery
Background Information
Template

Please complete the following pages according to 
your company’s procedures.

	Legal Operating Facility Name:
	

	Address:
	

	Phone Number:
	

	Fax Number:
	

	Web Site Address:
	

	Main Contact Person:
	

	Brief Company History:

	

	

	

	

	

	

	Commodities (Examples)
	

	· Beer
	

	· Wine
	

	· Low Alcohol Beer
	

	· Additional Products 
	

	Customer Profile
	

	· Retail
	

	· Food Service
	


Note: 
The Food Safety Policy or Commitment Statement may be inserted or referred to here.
Section 4:

Premises Pre-requisite Program
Program Overview
How will the Premises section help to support a Food Safety Program?

Building Exterior:

· Brewery sites should not be subject to pollution from volatiles, dust, smoke, or any source of contamination from the surroundings that can affect the food safety.  

· Rural breweries using wells for water should be vigilant about the practices on surrounding areas that could contaminate the well. 

· Where roadways are not paved, actions to reduce the presence of excess dust or standing water should be done.  These can include pumping or removing standing water and spreading dust control agents.

· Refuse and debris attract insects and possibly rodents.  Materials stored against the building can act as refuge for rodents, birds, and pests. Weeds and long grass next to a building may harbour insects and rodents as well. Garbage containers and improper property maintenance can attract pests and should be rectified.

· Points of entry into the building need to be protected.  Doorways should be sealed so that flying or crawling insects, rodents, water, and snow cannot get in.  Sealed, well-maintained doors will also minimize temperature fluctuations and promote a temperature controlled loading and/or unloading dock.  Self-closing doors prevent doors being left open. Openings such as vents and intakes need to be screened against flying insects and may be filtered to prevent dust entry.  Walls, roofs, and foundations need to be in good repair to prevent entry of water or pests.

Building Interior:

· Hand-washing facilities should be of the remote-control type (foot, knee activated or timed) or a suitable alternative that is capable of supplying warm water, directly drained, and be so located that each employee and visitor can readily wash his/her hands before starting work and when their hands become soiled during work.
Building Interior: (Continued)

· These facilities must be serviced with liquid or other dispensable type of soap, paper towels in suitable dispensers or air dryers, and properly constructed and easily maintained receptacles for used towels.

· Brewing equipment must be protected from any form or source of contamination throughout the premises. The ability to protect the beer from contamination is very much dependent on the physical environment where product is made and stored.

· The environment must be clean and non-hazardous.

· Buildings, materials, utensils, and equipment including wastewater and refuse collection systems may present a potential source of contamination. These areas must be kept clean and maintained in good order.

· It is necessary to have well-established programs in place to ensure that physical structures are maintained in a clean and sanitary condition.

· Areas designed for cleaning, cleaning equipment and cleaning utensils may become contaminated from the cleaning activities with debris and microorganisms (All cleaning equipment/areas must be stored/ located away from food contact equipment/areas to minimize contamination). 

· Water has been a common source of illness from microbial and chemical contamination.  Sources of contamination can be due to environmental pollution or contamination of the storage or distribution systems. 

Instructions
	Ensure you have completed the relevant section of the “BAC Self Assessment Tool” found in the Toolkit. Then answer the following question:
Do you have an adequate Premises Pre-requisite Program for your Brewery?

YES      NO

If you have answered YES:

· Provide your company specific Premises Pre-requisite Program reference below.  

· Then proceed to the next Section

If you have answered NO,

· Follow the Instructions in Section 1 (above) on how to complete this Workbook and how to complete the Pre-requisite Program Templates

· Develop your Premises Pre-requisite Program.




Internal Program/Procedure Reference: 

Premises Program
Template

Please complete the following pages according to
your company’s procedures.

Premises Pre-requisite Program
	Element
	Sub-Element

	A1  Building Exterior
	A 1.1   Outside Property and Building

	
	

	A2  Building Interior
	A2.1   Design, Construction & Maintenance



	
	A2.2   Lighting

	
	

	
	A2.3 Ventilation

	
	

	
	

	
	A2.4  Waste Disposal

	
	

	
	A2.5  By-Product Areas

	
	

	A3  Sanitary Facilities
	A3.1 Employees Facilities

	A4  Water, Steam, Coolants and Compressed Gases Quality & Supply 
	A4.1 Water, Steam, Coolants and Compressed Gases


A1 Building Exterior
Purpose

· The purpose of this section is to document what is done to keep the building exterior and surrounding premises in a condition that prevents the contamination of beer.
Scope
· Maintaining awareness of the activities on surrounding properties. 

· Monitoring the surroundings of the operation and storage buildings.

· Monitoring and maintenance of the operation.
Activities
The following requirements are monitored, checked, and verified:
Outside Property and Building (A1.1.1)

· Roads, yards and parking lots are maintained to minimize or eliminate dust and other potential contaminants.

· There is an up-to-date site plan that displays the surrounding areas, driveway, waste disposal and any other specific details.

· Roadways and surrounding areas are free draining.

· Grass and weeds are controlled around buildings.

· Stored equipment (e.g. pallets, trailers), litter, waste, weeds, and tall grass are not within the immediate perimeter of the building. 

· Design and maintenance standards have been applied to ensure that material used and ongoing maintenance and inspection of the exterior does not allow for entry or contamination of pests or water to food products or materials.

· Roof exhaust and vent openings are adequately screened and/or louvered to prevent pest entry.

· Changes to the building meet the municipal requirements.
· ___________________________________________________________
Contract Maintenance Company

· An external company completes maintenance (e.g. sealing the driveway).

· The written contract includes maintenance details (What, who and how).

· The contract is established and reviewed by (specify job position) __________________ (e.g. Facility Manager) every (specify time interval) __________________ (e.g. six months)

· ___________________________________________________________

AND/OR

Internal Maintenance (completed by Brewery employees)

· Building exterior maintenance is completed internally by (specify job position) _________________________ (e.g. maintenance personnel).

· Building exterior maintenance procedure describes maintenance activities (i.e. What, who and how) 

· ___________________________________________________________
Exterior Grounds Maintenance – Contracted Services

· An external company maintains the exterior (e.g. grass cutting).

· The written contract includes a schedule of maintenance, maintenance details (What, who and how) and deviation/corrective action procedures.
· The contract is established and reviewed by (specify job position) ______________________________ (e.g. Facility Manager).

· ___________________________________________________________

AND/OR

Exterior Grounds Maintenance - Completed by Brewery employee(s)

· Exterior property/grounds maintenance is completed internally by (specify job position) _______________________ (e.g. maintenance personnel).

· Landscaping procedure describes landscaping activities (i.e. What, who and how)

· External drainage allows proper water removal so there isn’t pooling.
Responsibility
For Premises Review
The (specify job position) _________________________ performs the premises review to ensure the activities described above are being completed and completes the Outside Property & Building Exterior Checklist
· Maintenance and repair activities are completed by (select with check mark):

     Staff       Contractor or       Other ______________________________

· The up-to-date drawings  for the operation are maintained by (select with check mark):

      Supervisor      Operator       Maintenance Manager or
     Other ___________________________________________________
Frequency

Building

· Building Exterior maintenance is completed (specify time interval) ________________ (e.g. once per month and as needed).

Grounds

· The exterior grounds maintenance is completed (specify time interval) _________________ (e.g. once per month and as needed).

Premises Review
· The Outside Property & Building Exterior Checklist is completed (specify time interval) __________ (e.g. every four months).
Standard Operating Practicies

· Outside Property & Building Exterior SOP 
· Building Exterior Maintenance SOP
· Landscaping Procedures
· ___________________________________________________________
Deviations and Corrective Actions

When a deviation occurs, the employee reports the deviation to the designated individual in charge who will follow the appropriate corrective action that is documented on the ________________________ (e.g. Deviation and Corrective Action Form). 

When Deviations Occur:

· The (specify job position) ________________________ (e.g. Supervisor) decides what corrective actions are to be taken when deviations occur.
· The (specify job position) _________________________ (e.g. Supervisor) ensures that any deviations are recorded and rectified with an appropriate corrective action.  
· The cause of the deviation is determined and recorded.  The necessary corrective action is determined so as to provide a permanent solution.
· When an appropriate corrective action is not immediately established, the designated individual in charge will cease and isolate the deviation.
· All Managers and Supervisory staff ensure employees are encouraged to report any deviations.  
· Employee training provides acceptable food safety information.  It is the responsibility of every employee to know the company’s food safety practices associated with each food, product or material so as to identify any deviations.
· ___________________________________________________________

Examples of Deviations & Corrective Actions:

Building Exterior

· If the preliminary review indicates the surrounding of the building and premises are deficient in any way, the problem is rectified before any products or materials are received, handled, and/or shipped. 
Building Exterior (Continued)
· If contamination has occurred as a result of an adjacent operation, the operator should consult with a knowledgeable environmental engineer or the provincial environmental regulatory authority on how to reduce the potential risks to the product.

Write your Deviations and Corrective Actions examples here:
________________________________________________________________
________________________________________________________________

________________________________________________________________

Verification

· External Maintenance is verified by (specify job position) ______________ (e.g. HACCP/Food Safety Coordinator) every (specify time interval) ___________ (e.g. four months).
· The Grounds Maintenance is verified by (specify job position) ______________________ (e.g. HACCP/Food Safety Coordinator) every (specify time interval) ___________ (e.g. four months).
· The (specify job position) _________________ (e.g. HACCP/Food Safety Coordinator) verifies that corrective actions have been implemented.

· ___________________________________________________________
Support Documents
· Outside Property & Building Exterior Checklist 
· External Maintenance Contract (company specific)
· Landscaping Contract (company specific)
· Building Exterior Schematic Diagram {labelled – including surrounding businesses} (company specific)
· Service Reports
· Corrective Action and Verification Records
· ___________________________________________________________
AD Building Interior
Purpose
· The purpose of this section is to document what is done to keep the building interior in a way that prevents conditions, which may result in the contamination of ingredients, packaging materials, product in process and finished product.
Scope
· The design and installation of the interior of buildings used for brewing, packaging, and storage of packaging material and finished product.

· Monitoring and maintenance of the building interior.
Activities
The following requirements are monitored, checked, and verified:
Hand wash Stations (A2.1.1)

· Hand wash stations (preferably hands free) are strategically located to allow employees to wash their hands following washroom use, breaks, and handling of contaminated equipment and/or materials.

· Hand wash stations are marked on the Brewery schematic that illustrates employee and product flow.  

· All hand wash stations have hot water flow within 30 seconds, cold water, soap, hand drying equipment, and a refuse container.

· All stations are connected directly to drains.

· Signs reminding employees to wash their hands are posted.

· ___________________________________________________________

Walls, Ceilings, Floors & Structures – Material (A2.1.2, A2.1.3)

Design and maintenance standards have been and will be applied to ensure that material used are CFIA approved – where necessary/appropriate.  

· Floors, walls, ceilings are constructed of material that is durable, impervious, smooth, cleanable, and suitable for the production conditions in the area and where appropriate joints are sealed and angles are coved to prevent contamination and facilitate cleaning.  

· Interior design does not allow for contamination of product and/or materials.

· Design standards prevent the accumulation of dirt, reduce condensation and mold facilitate cleaning.  

· Inspection includes:

· Floors

· Walls

· Ceilings

· Overhead Structures

· Equipment Installation

· Floors, walls and ceilings composed of materials that are listed in the "Reference Listing of Accepted Construction Materials. Packing Materials and Non-Food Chemicals Products", published by the Canadian Food Inspection Agency or the brewery has a "letter of no objection" from Health Canada and will not result in the contamination of the environment or product.

· (High risk areas include aseptic fillers and anywhere the pipeline can be opened and exposed to the environment such as fermenting/ageing cellars, yeast rooms, brewhouse, etc.  Low risk areas include office areas, hallway, etc.) 
· Avoid the use of wood for floors, walls and ceilings in the yeast room.
Drainage (A2.1.4)

· Floors sufficiently sloped to permit liquids to drain to trapped outlets. 
· The drainage system is designed away from high-risk areas to minimize product contamination.
· Wet areas and wash areas have floor drains with grates that are easily removed for cleaning and inspection.
· ___________________________________________________________

Design, Construction and Maintenance (A2.1.5)

· Ceilings, overhead structures, stairs, and elevators designed, constructed and maintained to prevent contamination. 

· Designed to prevent the accumulation of dirt, reduce condensation and mold, and facilitate cleaning.  

· ___________________________________________________________
Windows and Doors (A2.1.6, A2.1.7)

· Windows sealed or equipped with close fitting screens and where there is likelihood of breakage of glass windows that could result in the contamination of beer, the windows are constructed of alternative materials or are adequately protected. 

· Doors and windows do not have gaps greater than ¼ inch.

· Doors and windows that open to the outside are adequately screened or kept closed.

· Doors have smooth, non-absorbent surfaces and are close fitting and self closing where appropriate.

· Windows are shatter proof and/or are properly sealed to prevent glass contamination of product.

· Unprotected glass is not allowed in close proximity to production and storage areas.

· The glass/hard plastic protection policy details standards and procedures that are executed when glass/hard plastic breakage occurs within the operation.

Windows and Doors (A2.1.6, A2.1.7) (Continued)

· All glass and hard plastic used in the operation is documented and routinely inspected.  A plastic coating or cover protects all glass surfaces. (Please see the BAC Glass Control Policy document – BAC HACCP Plan Glossary)

Traffic Pattern & Employee Flow (A2.1.8)

· Building and facilities are designed to facilitate hygienic operations by means of a regulated flow in the process from the arrival of the raw material at the premises to the final product. 
· The flow of employee, material, work-in-process, finished product, waste material, and non-food grade lubricants is monitored to prevent product contamination.
· The traffic pattern of employees, product flow and equipment prevents contamination of beer through physical or operational separation. 
· Blueprints and/or process flow diagrams are available.  Operation schematics clearly show employee, material and product flows.
· Maintenance department is located, properly ventilated, and isolated from production areas.
· Sufficient space is provided between equipment, storage areas, and workspaces so that employees can perform functions and adequate cleaning can occur.
· Workspaces and storage areas are unobstructed and allow for proper movement of employees, materials and products.
Lighting (A2.2)

· Adequate lighting is available in all operational areas.  
· Lighting is adequate to perform specific job functions in all areas and is monitored for adequacy. Light intensities are:
· 540 lux or _____ lux (50 foot candles) at product inspection points
· 220 lux or _____ lux (20 foot candles) in work or product handling areas
· 110 lux or _____ lux (10 foot candles) in other areas
Lighting (A2.2) (Continued)

· Light bulbs and fixtures are shielded and/or protected against breakage. (Please see the BAC Glass Control Policy document – BAC HACCP Plan Glossary).
· Lighting is inspected and maintained to prevent breakage and contamination of ingredients, packaging materials, product in process and finished product. 
· ___________________________________________________________
Ventilation (A2.3)

· Sufficient air exchange is provided to prevent unacceptable accumulations of steam, condensation vapours, fumes, gases and dust. 

· Air used directly onto ingredients, packaging materials, product in process and finished product is designed not to contaminate.  

· Fans are on the sanitation or PM schedule.
· The air intake system is adequate and is designed with cleaning and inspection hatches.  An inspection program is implemented to prevent the build up of moulds, insects or microbial growth.

· Filters used in the ventilation system are appropriate to that system and are a part of the preventative maintenance program.  

· The environmental (air microbial quality) sampling program for the building interior validates the adequacy of the total ventilation system.  

· Environmental sampling areas include (but is not limited to):

· Yeast rooms

· Aseptic Filling Areas

· Areas such as Aseptic Filling rooms are considered microbiologically sensitive and a positive filtered air pressure is required.
· Negative air pressure generated from the operation of ventilation system may result in the entry of unpredictable contaminant via cracks or openings.  Introducing air makeup units and air curtains can correct negative air pressure.  An air lock with a control room at the entrance is also acceptable.  Cleanliness of building exterior minimizes contaminants.

Ventilation (A2.3) (Continued)
· Vacuum cleaning is preferred over compressed air blowing for cleaning.

· Compressed air is restricted to be used in a controlled environment and away from production lines.  

· Potable air generated by a compressor is coupled with 1 (m to 5 (m coalescing polish filter at the point of use.

· Potable air quality is checked for total plate count and yeast and mould count.

· Air filters are inspected and changed regularly.

· Unused compressed air lines are removed.

· Maintenance of ventilation system is managed by the preventative maintenance schedule 

· ___________________________________________________________

Waste Disposal (A2.4)
· Layouts indicate that there is no cross connections between operation drains and sewage lines in the operation.

· Overhead lines including sewage pipes, plumbing, and roof drain lines are designed so as not to pass over production areas.

· If overhead lines pass over production areas, they must be controlled to prevent contamination (e.g. drip pans sufficient enough to contain effluent if leak occurred) and inspected and monitored routinely.
· Condensation, leaking and dripping from overhead lines are controlled by insulation, drip pans, or re-piping.

· All waste holding units are capable of holding their contents while preventing odour leakage.  

· Waste containers and waste recycling containers are clearly identified.

· Packaging (i.e. bottles, cans) are never used for waste disposal.

· If ingredient containers are used as waste container, they are clearly identified.

· If ingredient containers are reused as waste container, they are cleanable.

Waste Disposal (A2.4) (Continued) 
· Waste containers and waste recycling containers are maintained, emptied, and cleaned at defined intervals.

· Waste containers and waste recycling containers are covered and segregated.

P-traps must contain water to prevent sewer gasses from entering the brewery.

· There is a separate disposal area for:

· Cardboard

· Garbage

· Glass cullet

· ___________________________________________________________

· Each waste storage area identified is able to maintain its contents and is tightly sealed in order to prevent the entry of pests.

· There are sufficient and adequate waste disposal containers throughout the brewery so that contamination does not occur.  

· Each waste disposal container is identified by ____________ (e.g. colour coding or label).

· The waste containers are emptied on a according to schedule.

· ___________________________________________________________

By-Products – Spent Grains and Yeast Waste for Animal Feed (A2.5)
· A separate area is provided for the cleaning and sanitizing of equipment used for by-products.

· By-product handling is designed to ensure no cross contamination of beer, raw material, in-process and packaging material
Responsibility

Premises
· The (specify job position) _________ performs the premises review to ensure the activities described above are being completed and completes the Building Interior Checklist
Sanitary Facilities
· An external company maintains the cleanliness of washrooms and change rooms:

· On a set schedule

· The (specify job position) _____________ is responsible for maintaining the cleanliness of washrooms and change rooms
Ventilation
· The (specify job position) _____________ maintains the ventilation system and filters as described in the Preventative maintenance schedule.
Waste Management
· An external waste management company removes waste from the premises:

· On a set schedule

· As per request (not on a schedule – call when needed)

· ___________________________________________________
· Each employee is responsible for using waste disposal containers appropriately 
Frequency

Premises Review
· The Building Interior Checklist is completed (specify time interval) _________ (e.g. every four months).
Ventilation

· Filters are cleaned and maintained every (specify time interval) ____________ (e.g. two weeks) by the (specify job position) _________ (e.g. maintenance department).

· The air exchange system is monitored by (specify job position) ________ (e.g. the Facility Manager) when (specify time interval) ________ 
(e.g. completing the Building Interior Checklist).

· Air traps and filters are inspected and/or changed every (specify time interval) ___________ (e.g. two weeks).

Waste Disposal

· The waste containers are emptied every (specify time interval) ______ (e.g. four hours or once a day) by (specify job position) _____________.

Waste Management
· An external waste management company removes waste from the premises:

· On a set schedule

· As per request (not on a schedule – call when needed)

· ___________________________________________________________

· Each separate waste area is emptied (frequency):

· Cardboard: ________________________ (e.g. twice per week)

· Garbage: __________________________ (e.g. three times per week)

· Glass Cullet:

· Label Pulp

· ___________________________________________________________
Standard Operating Practices
· Building Interior Checklist SOP 
· ___________________________________________________________
Deviations and Corrective Actions

When a deviation occurs, the employee reports the deviation to the designated individual in charge who will follow the appropriate corrective action that is documented on the ________________________ (e.g. Deviation and Corrective Action Form). 

When Deviations Occur
· The (specify job position) ___________________ (e.g. Supervisor) decides what corrective actions are to be taken when deviations occur.
· The (specify job position) ____________________ (e.g. Supervisor) ensures that any deviations are recorded and rectified with an appropriate corrective action.  
· The cause of the deviation is determined and recorded.  The necessary corrective action is determined so as to provide a permanent solution.
· When an appropriate corrective action is not immediately established, the designated individual in charge will cease and isolate the deviation.
· All Managers and Supervisory staff ensure employees are encouraged to report any deviations.  
· Employee training provides acceptable food safety information.  It is the responsibility of every employee to know the company’s food safety practices associated with each food, product or material so as to identify any deviations.
· ___________________________________________________________

Examples of Deviations & Corrective Actions:

Building Interior

· If handwash stations do not have the proper supplies (i.e. soap, paper towel), it is ensured that these items are present at all times.
· If the floors are made of material that is porous and not easy to clean, they are replaced.
· If construction material is not on the CFIA list or there isn’t a letter of opinion from Health Canada, it is not used in the operation.

· If drainage is not designed away from the production line, production does not occur until this is rectified.
· If there are cracks or crevices in a door, it is sealed so as to prevent the entry of pests and other contaminants.

· If there is not a schematic diagram showing employee, material and product flow, it is developed.

Lighting

· If lighting is not shielded, shields are installed or the bulbs are replaced with breakage protected bulbs.

Ventilation

· If ventilation is not properly functioning, it is repaired. 

Write your Deviations and Corrective Actions examples here:
________________________________________________________________
________________________________________________________________
Verification

· The Building Interior Checklist is verified by (specify job position) ______________________ (e.g. HACCP/Food Safety Coordinator) every (specify time interval) __________ (e.g. four months). 
· The (specify job position) _________________ (e.g. HACCP/Food Safety Coordinator) verifies that corrective actions have been implemented.

· ___________________________________________________________
Support Documents
· Building Interior Checklist
· Corrective Action and Verification Records
· Plant Blueprint
· Schematic/ Flow Diagram
· Service reports/ Invoices (external waste management company)
· Waste Disposal {External Company Contract and Reports} (company specific)
· Waste Disposal Schedule (company specific) 
· Facility Cleaning and Sanitation {External Company Contract and Reports}
· ___________________________________________________________
A3 Sanitary Facilities
Purpose
· The purpose of this section is to document the management of sanitary facilities to prevent contamination of beer.
Scope
· Requirements for service and supply of the sanitary facilities.

· Requirements for design and location of washrooms.

· Design, supply, location, and maintenance of equipment cleaning facilities.
Activities
Employee Facilities (Washrooms, change rooms, and lunch rooms) (A3.1.1)

· All employee facilities are equipped with handwash stations and are appropriately maintained 

· Handwashing requirements include:

· Hot running water (within 30 seconds) and cold running water.

· Soap _________________ (liquid soap preferred).

· Hand drying ________________ (one time disposable paper towel preferred).

· Refuse container ______________ (garbage can with garbage bag).

· Handwashing Signs.  Signs and instructions are posted by the hand washing stations and on the doors to remind employees when and how to wash hands properly.
· ________________________________________________________
Employee Facilities (Washrooms, change rooms, and lunch rooms) (A3.1.2)
· Washrooms, change rooms, and lunchrooms are constructed of material that enables adequate cleaning and prevention of contamination.

· Washrooms, change rooms, and lunchrooms are adequately vented and have working floor drains that don’t allow the pooling of water.

· Washrooms, change rooms, and lunchrooms have adequate storage for uniforms, personal items, lunches, and cleaning supplies.
· Negative air pressure should be maintained in employee washrooms.
Employee Facilities (Washrooms, change rooms, and lunch rooms) (A3.1.2)
(Continued)
· Push out style door is installed in the washroom to minimize cross contamination.

· Washrooms, lunchrooms, and change rooms are not opened directly to the production areas.

· When the wearing of uniforms or work-clothes is required within a facility, those items must be separated from street clothes.

· Street shoes should be replaced with clean footwear at work.

· Lockers are installed off the floor and constructed with a 45-degree angle on the top panel for sanitation and pest control.

· Cleaning procedure and schedule is implemented in washrooms, lunchrooms, and change rooms. 
· ___________________________________________________________
General Premises Housekeeping – Cleaning & Sanitizing Tools (A3.2.1)

· Sinks are made of material that ensures adequate cleaning can be completed.  (e.g. stainless steel, tile).

· Cleaning of facilities is possible (by an external company or internally) with adequate cleaning supplies, potable water that is at temperatures required for effective cleaning.

· Chemicals contained in pails, totes or other containers that are used on a continuous basis are properly maintained to prevent contamination.  This includes spillage, excess usage, and dirty containers.

· Chemicals dispensed in other containers are labelled and stored in designated area.

· Personnel handling chemicals are trained in dispensing, mixing, and handling procedures.

· Cleaning products (e.g. brooms, chemicals etc) are located in a separate area to eliminate any contamination with ingredients, product in process, finished product or packaging materials.

· Equipment cleaning facilities are segregated from the production areas.
General Premises Housekeeping – Cleaning & Sanitizing Tools (A3.2.1) (Continued)
· Equipment cleaning facilities are ventilated if appropriate to eliminate contamination of solvent fumes, strong chemicals, or dust onto the products.

· Cleaning is scheduled to avoid contamination of adjacent products, equipment, and building.

· Wash up tanks for cleaning jobs are made of corrosion resistant material, which enables adequate cleaning.

· Equipment that is used for cleaning is maintained in such a way that cleaning procedures can be executed.

· Cleaning utensils and tools are properly labeled or colour coded to prevent cross contamination or improper use.

· Colour coding signs are posted by the utensil storage racks, where they are used or at the entrance to the work area (e.g. red utensils are for non-food contact only)

· ____________________________________________________________
Equipment Cleaning and Sanitary Facilities (A3.2.2)
· Equipment used in cleaning and sanitation procedures is maintained and designed in order to effectively execute cleaning procedures.

· Cleaning equipment and tools are properly labelled or colour coded to prevent cross contamination or improper usage.

· Equipment used in cleaning and sanitation procedure are maintained by (specify job position) _______________________________________ (e.g. maintenance employee) every (specify time interval) _____________.

· ____________________________________________________________
Responsibility
Handwash Stations

· Handwash stations are maintained by (specify responsibility) ______________________________ (e.g. an external cleaning company or internal maintenance department).

Cleaning

· An External company (specify company name) _______________________ (e.g. ABC Cleaning Co.) completes Employee Sanitary Facility cleaning requirements 
· Internal employee (specify job position) _____________________________ (e.g. maintenance) completes Employee Sanitary Facility cleaning requirements 
Premises Review
· The (specify job position) _______________________ completes the Building Interior Checklist that includes all the above FSEP points.
Frequency

Premises Review
· The Building Interior Checklist is completed (specify time interval) ___________ (e.g. every four months).
· An External company (specify company name) _______________________ (e.g. ABC Cleaning Co.) completes Employee Sanitary Facility cleaning requirements (specify time interval) _____________ (e.g. once a week)
· Internal employee (specify job position) _____________________________ (e.g. maintenance) completes Employee Sanitary Facility cleaning requirements (specify time interval) _________ (e.g. twice per week).
Standard Operating Practices
· Building Interior Checklist SOP 
· Sanitary Facility Cleaning SOP
· ___________________________________________________________
Deviations and Corrective Actions

When a deviation occurs, the employee reports the deviation to the designated individual in charge who will follow the appropriate corrective action that is documented on the ________________________ (e.g. Deviation and Corrective Action Form). 

When Deviations Occur:

· The (specify job position) _________________________ (e.g. Supervisor) decides what corrective actions are to be taken when deviations occur.
· The (specify job position) _________________________ (e.g. Supervisor) ensures that any deviations are recorded and rectified with an appropriate corrective action.  
· The cause of the deviation is determined and recorded.  The necessary corrective action is determined so as to provide a permanent solution.
· When an appropriate corrective action is not immediately established, the designated individual in charge will cease and isolate the deviation.
· All Managers and Supervisory staff ensure employees are encouraged to report any deviations.  
· Employee training provides acceptable food safety information.  It is the responsibility of every employee to know the company’s food safety practices associated with each food, product or material so as to identify any deviations.
· ___________________________________________________________

Examples of Deviations & Corrective Actions:

Sanitary Facilities

· If the sanitary operation is not maintained per procedure, the cleaning manager or designated personnel communicates the deviation and takes appropriate corrective action and preventative measures.

· If equipment used for cleaning is not maintained, it is replaced and maintained.

· If waste accumulates in excess in receptacles, the waste removal schedule is reviewed to increase frequency.
Write your Deviations and Corrective Actions examples here:
_______________________________________________________________________
_______________________________________________________________________
Verification
· The Building Interior Checklist is verified by (specify job position) ___________________________ (e.g. HACCP/Food Safety Coordinator) every (specify time interval) __________ (e.g. four months). 
· The (specify job position) __________ (e.g. HACCP/Food Safety Coordinator) verifies that corrective actions have been implemented.

· ___________________________________________________________
Support Documents

· Contract with external cleaning company (company specific)
· Building Interior Checklist
· Sanitary Facility Cleaning Log
· Housekeeping Checklist
· Corrective Action & Verification Records
· ___________________________________________________________

A4 Water, Steam, Coolants & Compressed Gases Quality & Supply
Purpose
· The purpose of this section is to document the requirements for keeping the water supply from contamination with chemicals, foreign material or microorganisms.
Scope
· Testing of the water and steam source for potability.

· Control of water treatment for boiler feed water.

· Design of plumbing systems to prevent back-flow.
Activities
Water Source & Potability (A4.1.1)

· The Brewery uses water from the following sources:
· Well Water 
· Municipal Water 
· Other (explain)____________________________________________________
· Water and steam are analyzed to confirm its potability. 
· Water from sources other than municipal supplies must be treated as necessary and tested to ensure potability. Water potability records include: water source sampling site, analytical results, analyst and date. 
· Water testing verifies that water meets the requirements of Health Canada's "Guidelines for Canadian Drinking Water Quality " http://www.hc-sc.gc.ca/ewh-semt/pubs/water-eau/doc_sup-appui/sum_guide-res_recom/index_e.html
· You may also refer to other industry guidelines such as those given by the Canadian Bottled Water Association http://www.cbwa-bottledwater.org/en/index.htm
· ___________________________________________________________
Water Treatment (A4.1.2)

· Boiler feed water and any water chemically treated, is monitored and controlled to deliver the desired concentration and to prevent contamination. 
· Water treatment records include: method of treatment, sample site, analytical result, analyst and date. 
· ___________________________________________________________
Cross-connections & Schematics (A4.1.3)
· Brewery schematic drawings show that there are no cross connections between potable and non-potable water supplies.

· The Brewery schematic drawings are reviewed and maintained.

Backflow Devices (A4.1.4)
· A plumber inspects back flow devices (certified plumber where required by law).
· Back flow devices are identified and maintained (if needed).

· All hoses, taps or other similar sources of possible contamination are designed to prevent back-flow or back siphonage

Filters (A4.1.5)
· Water filters are installed and maintained where water comes in contact with ingredients, product in process, finished products, or packaging materials.

· Water filters are installed and maintained for water used at drinking stations.

Volume, Temperature & Pressure (A4.1.6)
· Water volume, temperature, and pressure are monitored and maintained at appropriate levels to meet all operational and sanitary needs at all times.

· All piping and storage is properly identified.
Water Storage (A4.1.7)
· Where it is necessary to store water, storage facilities are adequately designed, constructed and maintained to prevent contamination, e.g., covered.
· Water storage containers have an enclosed top and are properly cleaned and identified as such.

Glycol & Coolants (A4.1.8)
· Glycol and other heat-related coolants are monitored and maintained as appropriate for the intended purpose and have separate distribution systems which are clearly identified.
Compressed Gasses (A4.1.9)
· Where required, compressed gases are used as a processing technique (e.g. carbonation) the gases are appropriately sourced and treated to reduce any source of contamination
· Compressed gases, where used, is properly filtered when used on beer or product contact surfaces.  

· Air and CO2 used in processing are monitored during taste panel and tested for microbial growth as per company’s micro program.
· __________________________________________________________
Responsibility
Responsibility for Premises Review:

· The (specify job position) __________________________ completes the Building Interior Checklist that includes all the above FSEP points.
Schematic Update
· The Brewery schematic drawings are reviewed and maintained __________ (e.g. annually) by ____________________ (e.g. the Facility Manager) who is a competent authority that will ensure compliance.

Water Treatment?

· The (specific job position) ________________________ (e.g. Engineers) completes and maintains all boiler water treatment records.
Water Testing

· The (specific job position) __________________ (e.g. Quality technician) takes water samples at various points in the process including at the in-feed from the source.
Frequency

Frequency of Building Interior Checklist:

· The Building Interior Checklist is completed (specify time interval) _________ (e.g. every four months.
Water Testing

· Municipal Water that is tested (specify time interval) _____________ (e.g. once per year minimum) AND/OR results are obtained from the city/municipality.
· Well Water that is tested (specify time interval)_______________ (e.g. every three months minimum)
· Process water is tested (specify time interval) __________ (e.g. quarterly or based on brewery’s analytical or micro testing program)
Brewery Schematic

· The Brewery schematic drawings are reviewed and maintained ___________ (e.g. annually) by ____________________ (e.g. the Facility Manager) who is a competent authority that will ensure compliance.

Backflow Devices

· A (certified) plumber inspects back flow devices every _______________ (e.g. six months, once per year).

· ___________________________________________________________
Standard Operating Practices
· Building Interior Checklist SOP 
· Boiler Water Testing SOP
· ___________________________________________________________
Deviations and Corrective Actions
When a deviation occurs, the employee reports the deviation to the designated individual in charge who will follow the appropriate corrective action that is documented on the ________________________ (e.g. Deviation and Corrective Action Form). 

When Deviations Occur:

· The (specify job position) _________________________ (e.g. Supervisor) decides what corrective actions are to be taken when deviations occur.
· The (specify job position) _________________________ (e.g. Supervisor) ensures that any deviations are recorded and rectified with an appropriate corrective action.  
· The cause of the deviation is determined and recorded.  The necessary corrective action is determined so as to provide a permanent solution.
· When an appropriate corrective action is not immediately established, the designated individual in charge will cease and isolate the deviation.
· All Managers and Supervisory staff ensure employees are encouraged to report any deviations.  
· Employee training provides acceptable food safety information.  It is the responsibility of every employee to know the company’s food safety practices associated with each food, product or material so as to identify any deviations.
· ___________________________________________________________

Examples of Deviations & Corrective Actions:

Water

· If water testing reveals that the source is not potable, production ceases until the deviation is rectified.

· If potable and non-potable water supplier cross connect, water is not used until the deviation is rectified.

· Unexplained drop in coolant level, investigate and check system for leaks 

Write your Deviations and Corrective Actions examples here:
________________________________________________________________________
________________________________________________________________________

Verification

· The Building Interior Checklist is verified by (specify job position) ___________________________ (e.g. HACCP/Food Safety Coordinator) every (specify time interval) __________ (e.g. four months). 
· The (specify job position) _______________________ (e.g. HACCP/Food Safety Coordinator) verifies that corrective actions have been implemented.

· ___________________________________________________________
Support Documents

· Internal Schematic Diagrams {employee, material, and product flow – fully labelled} (company specific)
· Water Testing Documentation {External Company Contract and Reports}
· Building Interior Checklist 
· Water quality testing (lab test) results
· Water treatment records
· City water testing certificate
· Backflow preventer test certificate (annual)
· Boiler chemical testing results
· Coolant and compressed gases records
· List of approved chemicals used 
· Treatment chemical use records
· Blueprint of water lines
· Corrective action and verification records

· Internal SOPs/Work Instructions
Section 5:

Transportation, 
Receiving and Storage Program
Program Overview
How will the Transportation, Receiving and Storage section help you support a food safety program? 

Transportation
· Transportation is an intermediary procedure which should not be overlooked or underestimated as a critical component in the over-all continuum of food protection.  Truck trailers and pallets may become contaminated in a number of ways during transportation.  

· Chemical contamination can result from transporting leaking chemical containers on the same vehicle (e.g. If a chemical spilled onto a wooden pallet, the next order would become contaminated if the pallet wasn’t cleaned properly).

· Ingredients, finished product, or packaging material can absorb strong odours from vehicles, which are carrying odourous materials (e.g. fuel required for transport).

· Microbial contamination can result from vehicles that have been used to transport raw meat, eggs, dairy products or other hazardous materials and are improperly cleaned. 

· Temperature for food transportation and storage is not a food safety concern for breweries (quality issue).
· Cross-docking can occur in various locations under various conditions.  Due diligence is necessary during this situation in order to minimize contamination of beer.
Receiving and Storage
· The receiving and storage of incoming materials are the first stages at which the Brewery can establish direct control. 

· Receiving, storing and then shipping contaminated ingredients, finished product, and packaging material are potential causes of contamination or failure.

· The use of approved suppliers for ingredients, and materials (including packaging) reduces the risk of hazards being brought into the Brewery.

Receiving and Storage (Continued)
· Contamination with chemicals, drips, sprays, dust and dirt can happen if storage of ingredients, product in process, finished product, and packaging materials are poorly controlled or stored. 

· Returned product, or material often carries a higher risk of contamination because it has been out of the direct control of the Brewery and its proper control.

Instructions
	Ensure you have completed the relevant section of the “BAC Self Assessment Tool” found in the Toolkit. Then answer the following question:
Do you have an adequate Transportation, Receiving, and Storage Pre-requisite Program for your Brewery?

YES       NO

If you have answered YES:

· Provide your company specific Transportation, Receiving, and Storage Pre-requisite Program reference below.  

· Then proceed to the next Section

If you have answered NO,

· Follow the Instructions in Section 1 (above) on how to complete this Workbook and how to complete the Pre-requisite Program Templates

· Develop your Transportation, Receiving, and Storage Pre-requisite Program.




Internal Program/Procedure Reference: 

Transportation, Receiving and Storage Program Template

Please complete the following pages according to
your company’s procedures
.

Transportation, Receiving and Storage Pre-requisite Program

	Element
	Sub-Element

	B1   Transportation & Receiving
	B1.1   Carriers of Ingredients & Products

	
	B1.2   Temperature Control

	B2   Storage
	B2.1   Incoming Material Storage

	
	B2.2   Non-Food Chemicals Receiving & Storage

	
	B2.3   Finished Product Storage


B1 Transportation and Receiving
Purpose
· The purpose of this section is to document what is done to keep inbound material and outbound product in a condition that prevents contamination. Refer to the BAC -Generic Pre-requisite Program and the Canadian Trucking Alliance guidelines http://www.cantruck.com/
Scope
· Carrier inspection.

· Receiving and shipping.

· Segregation of returned or damaged products.
Activities
Carrier Inspection, Material Loading & Unloading (B1.1.1 – B1.1.3)

· Personnel responsible for inbound ingredients, finished product, and packaging material handling and inspection are trained so as to inspect for damage and/or contamination.

Carriers, Receiving and Shipping 

The following represent carriers, receiving and shipping in the operation:

· All inbound and outbound trucks/tankers are inspected to ensure they are free from contamination and suitable for transportation of ingredients, packaging materials and finished products.  

· Carriers/ bulk tanks are inspected on receipt according to the following:
· Clean and free from contamination.  
· Designed to permit complete drainage.

· Seals are intact.

· Constructed of materials suitable for ingredients and product contact (where appropriate)

· Name of supplier, a reference number, carrier name (where applicable), and date are documented.

Carriers, Receiving and Shipping (Continued)
· Where applicable, inbound materials are verified against the bill of lading and applicable Certificate of Analysis (CoA) and Certificate of Compliance (COC).

· Where applicable, inbound materials are verified against the list of approved suppliers. 

· Returnable and refillable containers and pallets are inspected to ensure they are free from contamination and deterioration and are suitable for re-use.   The age of these items does not pose a further risk of deterioration and contamination.

· Purchasing and receiving procedures ensure that only food-grade chemicals are used for beer contact surfaces.

· It is recommended to promote the use of wood pallets that are ISPM-15 compliant or that have been suitably treated through an approved process to control the potential transportation and introduction of non-indigenous insect species and to protect pallet contents from contamination by insects and biological hazards. (International Standards for Phytosanitary Measures (ISPM) No 15 Guidelines for Regulating Wood Packaging Material in International Trade  http://www.spc.int/pps/ispm.htm).  Note: ISPM-15 compliance is required for import/ export.
· Trained receiving employees unload trucks to prevent damage.  Trained shipping employees load trucks to prevent damage.

· The receiving and shipping areas are separated from the processing areas. 

· The receiving and shipping areas are maintained and cleaned according to a defined schedule.

The following represent receiving bulk materials:

· keep silo and receiving ports locked except during loading and unloading

· maintain dry and pest proof silo vent

· maintain and store clean, labelled and capped delivery hoses

· keep ports above ground level

· inspect seal integrity

The following represent receiving bulk materials: (Continued)

· verify inbound materials to bill of lading

· review certificate of cleaning to study compatibility from previous load

· review certificate of cleaning to ensure food grade cleaners were used

· inspect filters on blowers of the trucks

· calculate proper unloading rate

· verify that material is not damaged from overloaded filter

· inspect cleanliness of air filter and area at silo discharge

· dispose spilled material properly to prevent contamination of packing material

The following represent receiving raw materials and shipping finished products on pallets:

· inspect seal integrity

· inspect seal and padlock for tampering to assure integrity of the load

· inspect carrier for proper lighting and cleanliness of the ceiling, walls and floor

· cross-check purchase order

· review certificate of compliance or certificate of analysis

· review certificate of cleaning in the event of odour to verify cleaning and compatibility from previous load without unsafe non-food materials

· inspect condition of the material for cleanliness and free of infestation and contamination (e.g. dirt and water).

Food-grade materials are received on separate trailers from products that could be hazardous to food (e.g. agricultural bi-products, solvents, allergens) or are transported on the same trailer, but in accordance with Canadian Trucking Alliance food safety standard.

Incoming materials and outgoing finished products are transported under conditions that prevent damage.

Contract Carrier Cleaning and Maintenance
(for company controlled vehicles) 

· Cleaning and maintenance is performed internally.

· The carriers are cleaned and maintained (specify criteria or refer to SOP) ___________________________________________________

· Chemicals and material used have MSDS support information.

· Chemicals and material used are properly stored.

· Cleaning and maintenance activities are performed according to schedule.

· Cleaning and maintenance activities are documented on (specify document) _________________________ (e.g. Carrier Cleaning Log)

· ________________________________________________________

AND/OR

Carrier Cleaning and Maintenance
(for company controlled vehicles as completed by BAC employees)

· Cleaning and maintenance is performed externally by (specify external company name) ____________________ (e.g. ABC Carrier Cleaning and Maintenance Company)
· There is a contract that includes the name of the company, the predetermined standards, duties performed, frequency, procedure, chemicals, MSDS information and _____________________________
· The contract states cleaning and maintenance criteria.
· ________________________________________________________
Responsibility
Inbound Material and Outbound Finished Product,:

· The Receiving Employee(s) is responsible for the inspection of inbound ingredient, and packaging material.
· The Shipping Employee(s) is responsible for the inspection of outbound finished product.
Inbound Material and Outbound Finished Product,: (Continued)
· ___________________________________________________________

·  Incoming material and finished product information is entered into the Facility Management System (inventory system) by ___________________________________________________________

Carrier Cleaning & Maintenance

· Internal carrier cleaning and maintenance is performed by (specify job position)  _____________________________ (e.g. Shipping employees)

· Carrier cleaning and maintenance criteria are determined by (specify job position) ______________________ (e.g. the Facility Manager) in the contract.
Frequency
Inbound and Outbound Activities:

· The inbound carriers/ tankers are inspected (specify time interval) _____________ (e.g. every load).

· The outbound carriers/ tankers are inspected (specify time interval) _____________ (e.g. every load).

· ___________________________________________________________

Carrier Cleaning & Maintenance

· The carriers are cleaned and maintained according to schedule: (specify time interval) ______________ (e.g. dry clean weekly (or as required), wet clean once a month)
Standard Operting Practices
· Shipping/ Receiving SOP 

· Carrier Cleaning SOP

· ___________________________________________________________

Deviations and Corrective Actions
When a deviation occurs, the employee reports the deviation to the designated individual in charge who will follow the appropriate corrective action that is documented on the _________________________________ (e.g. Deviation and Corrective Action Form). 

When Deviations Occur:

· The (specify job position) _________________________ (e.g. Supervisor) decides what corrective actions are to be taken when deviations occur.
· The (specify job position) _________________________ (e.g. Supervisor) ensures that any deviations are recorded and rectified with an appropriate corrective action.  
· The cause of the deviation is determined and recorded.  The necessary corrective action is determined so as to provide a permanent solution.
· When an appropriate corrective action is not immediately established, the designated individual in charge will cease and isolate the deviation.
· All Managers and Supervisory staff ensure employees are encouraged to report any deviations.  
· Employee training provides acceptable food safety information.  It is the responsibility of every employee to know the company’s food safety practices associated with each food, product or material so as to identify any deviations.
· ___________________________________________________________
Examples of Deviations & Corrective Actions:

Transportation & Receiving

· If material is contaminated or damaged during transport, the material is rejected.  A receipt document is completed by the carrier driver and signed by the receiving employee or designated personnel.  

· If the carrier has evidence of pest infestation, receiving employee or designated personnel notifies the shipping manager or designated personnel to reject the order.

Write your Major Deviations and Corrective Actions examples here:
________________________________________________________________

________________________________________________________________

Verification
· Transportation procedures are verified by (specific job position) ________________________ (e.g. Shipping Manager) as per procedures.
· The (specify job position) _______________________ (e.g. HACCP/Food Safety Coordinator) verifies that corrective actions have been implemented.
· ___________________________________________________________
Support Documents
· Inbound Carrier Log
· Outbound Log
· Carrier Cleaning Log
· Letters of Guarantee
· Certificates of Analysis
· Carrier Wash certificates
· Records of Seals & Locks
· Bills of Lading
· Supplier Audit Reports
· Corrective Actions and Verification Records
· ___________________________________________________________
B2 Storage
Purpose
· The purpose of this section is to document what is done to ensure that ingredients, product in process, finished product, and packaging material are stored to prevent contamination.  Refer to the BAC - Generic Pre-requisite Program.
Scope
· Storage of approved material and product.

· Storage of incoming materials.

· Control of non-food chemicals, receipt and storage.

· Handling and dispensing of chemicals.

· Stock rotation and storage of product that is ready for shipping.  

· Managing returned product.
Activities
Incoming Material Storage (B2.1)

· Incoming ingredients and packaging material are staged (organized) upon receiving.

· Product is staged to ensure there is no cross contamination.
· ___________________________________________________________
· Type of rotation is First In First Out, or Warehouse Management System or___________

· Incoming ingredients, process aids, and packaging material are stored off the floor (five inches or more) or ___________________________

· Incoming ingredients, process aids, and packaging material that are stored at ground level are kept away from the wall (18 inches) or there is a program to ensure cleaning and inspection.

· Incoming ingredients, process aids, and packaging material stored at other than ground level are kept away from the wall to ensure proper air circulation.

Incoming Material Storage (B2.1)

· Storage areas do not past maximum capacity (not past the load line) or ___________________________________________________________

· ___________________________________________________________
· Large items such as drums made of impervious materials, that will not be handled in a manner that contaminates ingredients or work-in-process materials may be stored directly on the floor. Additional measures must be taken to ensure no pest control issues arise.

· Floor and wall junctions in the storage areas are coved for cleaning or caulked at minimum.

· Returnable, refillable containers and pallets used for WIP are inspected to ensure they are free from contamination and are suitable for re-use.

· A policy is implemented to minimize dust in the brewery and keep dusty materials away from processing areas.
· Materials stored for an extended period are covered or wrapped.  Such material is kept to a minimum.

· Materials are protected from direct sunlight.

· The First-In First-Out rotation system is implemented and monitored for incoming material.
Chemicals Receiving and Storage (B2.2)

· Chemicals such as solvents, adhesives, lubricants, additives, processing aids, cleaners and sanitizers are identified, labeled, controlled, and accompanied with Material Safety Data Sheets.

· Chemicals used in production areas are listed in the “Reference Listing of Acceptable Construction Materials, Packaging Materials and Non-Food Chemical Products” published by the Canadian Food Inspection Agency or the manufacturer have a “Letter of No Objection ” from Health Canada.

· Food-grade lubricants are used in the production line where there is a potential for direct or incidental product contact.  Typically lubricants that are used above the process lines are food-grade.  If non food-grade lubricants are used above process lines, drip pans under drive unit are installed to prevent material and product contamination.

Chemicals Receiving and Storage (B2.2)

· Purchasing and receiving procedures ensure that only approved chemicals for product contact surfaces are used in the operation.

· The chemical storage area is isolated from other storage areas, monitored, provides adequate spill control and ventilation to the outside of the operation.

· Chemicals that are contained in pails and used on a refill basis are properly maintained to prevent contamination.

· Dispensing of chemical into other containers is done in the chemical storage area.

· All temporary containers used for chemical dispensing are labelled.

· All personnel handling chemicals are trained in dispensing, mixing, and handling procedures.

· Unapproved product, non-food grade chemicals, maintenance chemicals, allergens, customer or research and development samples, are identified, labelled, and segregated from the production areas.

Allergens are identified and controlled to prevent cross contamination.    

Product Storage (B2.2)

· Outgoing product is staged (organized) prior to loading.

· Product is staged to ensure there is no cross contamination.

· Type of rotation is First In First Out, or Warehouse Management System or________________________

· Storage areas do not past maximum capacity (not past the load line) or 

· All finished products have no direct contact to the floor and wall.  They are stored off the floor and Finished products are stored off the floor (five inches or more) or ___________________________

· Finished products that are stored at ground level are kept away from the wall (18 inches) or there is a program to ensure cleaning and inspection.

Product Storage (B2.2) (Continued)

· Storage areas do not past maximum capacity (not past the load line) or ___________________________

· There is adequate spacing for inspection and cleaning of product rows.

· Personnel responsible for handling finished product are properly trained to prevent contamination and damage.

· All finished products are protected from direct sun light.

· ___________________________________________________________
Recalled/Returned/Held Product (B2.3.2)

· Hold procedures are documented and implemented (e.g. Recalled product)  

· All recalled, returned, or held product are properly inspected and dealt with accordingly.

· All held product is clearly identified.

· All recalled, returned, or held product, or material is contained in a designated area or controlled through the Warehouse Management System (inventory system).
· After conducting risk assessment by quality assurance department, proper disposition such as disposal or salvage of returned product is implemented.
· ___________________________________________________________
Responsibility
Responsibility for Receiving and Storage Activities:

· The (specify job position) ____________________ (e.g. Receiving Employee) is responsible for staging and storage after receiving.
· The (specify job position) ____________________ (e.g. Shipping Employee) is responsible for staging and storage before loading.
· The (specify job position) ______________________ (e.g. Carrier Driver) is responsible for staging and storage when cross-docking.
· ___________________________________________________________
Frequency
· The inbound ingredients and packaging material is staged and stored (specify time interval) ____________ (e.g. every load).

· The outbound product is staged and loaded (specify time interval) _____________ (e.g. every load).

· Cross-docked product is staged (specify time interval) __________________ (e.g. when necessary).
Standard Operating Practices
· Inbound SOP 
· Outbound SOP 
· Storage SOP 
· Chemical Handling SOP

· Inventory procedures

· Hold Procedures

· Allergen control SOP

· ________________________________________________________________
Deviations and Corrective Actions
When a deviation occurs, the employee reports the deviation to the designated individual in charge who will follow the appropriate corrective action that is documented on the _____________________________________________ (e.g. Deviation and Corrective Action Form). 

When Deviations Occur:

· The (specify job position) ___________________ (e.g. Supervisor) decides what corrective actions are to be taken when deviations occur.
· The (specify job position) ____________________ (e.g. Supervisor) ensures that any deviations are recorded and rectified with an appropriate corrective action.  
· The cause of the deviation is determined and recorded.  The necessary corrective action is determined so as to provide a permanent solution.
When Deviations Occur: (Continued)

· When an appropriate corrective action is not immediately established, the designated individual in charge will cease and isolate the deviation.
· All Managers and Supervisory staff ensure employees are encouraged to report any deviations.  
· Employee training provides acceptable food safety information.  It is the responsibility of every employee to know the company’s food safety practices associated with each food, product or material so as to identify any deviations.
· ___________________________________________________________
Examples of Deviations & Corrective Actions:

Storage

· If incoming materials are contaminated during storage, materials will be disposed.

· If chemicals contaminate any product, product is disposed.

· If chemicals are not stored in proper containers or in proper locations, supervisor will investigate how it occurred and will have the chemical stored properly.

· If returned products are not properly segregated, affected finished products are held for risk assessment and proper product disposition

Write your Major Deviations and Corrective Actions examples here:
________________________________________________________________

________________________________________________________________
Verification

· Stock rotation controlled by Warehouse Management System and is verified by (specific job position) _________________________________ (e.g. Inventory control employee/ Shipping Manager) as per inventory procedures.
· The (specify job position) _____________________________________ (e.g. HACCP/Food Safety Coordinator) verifies that corrective actions have been implemented.
· ___________________________________________________________
Support Documents
· Storage Log 
· Warehouse Management System
· Hold records
· Bills of lading
· Corrective Action Records
· Verification Records
· ___________________________________________________________
Section 6:

Equipment
Pre-requisite
Program

Program Overview
How will the Equipment Pre-requisite help you to support a food safety program?
· The design and use of equipment should not make cleaning difficult.
· Condensation from equipment that produces vapours provides a potentially moist environment where spoilage and disease causing organisms can grow (e.g. condensation from refrigerator fans). Dust and fumes can also contaminate product. 

· All equipment requires maintenance in order to function properly. Equipment whose failure may result in contamination can be deemed critical to the Brewery. The most likely causes of such failures can often be identified and prevented by scheduling maintenance before failures occur. 

· Metering devices and controls whose failure may cause failure or contamination of the process - a means of monitoring the accuracy and proper functioning is needed to ensure that control is maintained.

· The storage and charging of batteries requires segregation to minimize risk to ingredients, finished product, and packaging material as well as employees.  A large battery charging area requires ventilation due to the toxicity of battery fuel. 

Instructions
	Ensure you have completed the relevant section of the “BAC Self Assessment Tool” found in the Toolkit. Then answer the following question:
Do you have an adequate Equipment Pre-requisite Program for your Brewery?

YES       NO

If you have answered YES:

· Provide your company specific Equipment Pre-requisite Program reference below.  

· Then proceed to the next Section

If you have answered NO,

· Follow the Instructions in Section 1 (above) on how to complete this Workbook and how to complete the Pre-requisite Program Templates

· Develop your Equipment Pre-requisite Program.




Internal Program/Procedure Reference: 

Equipment Program
Template

Please complete the following pages according to
your company’s procedures
.

Equipment Pre-requisite Program
	Element
	Sub-Element

	C1 General Equipment
	C1.1 Design & Installation

	
	C1.2 Equipment Maintenance and Calibration


C1 General Equipment
Purpose
· The purpose of this section is to document what is done to keep equipment, utensils, all beer/liquid contact surfaces, racking, and scales used on site in a condition that minimizes the risk of ingredients, product in process and finished product safety hazards.  
Scope
· Ensuring equipment is suitable for its purpose.

· Monitoring exhaust and drainage systems.

· Segregation of equipment and utensils.

· Scheduling for maintenance and calibration.
Activities
Design and Installation (C1.1)

Design, Construction & Installation (C1.1.1)

· Equipment and utensils are designed, constructed and installed to:

· Meet operational requirements

· Be accessible for cleaning, sanitation, maintenance and inspection.

· Prevent contamination of the product during operations.

· Permit proper drainage and, where appropriate, are directed into drains

· Ensure all product contact surfaces are smooth, non-corrosive, non-absorbent, non-toxic, and free from pitting, cracks, and crevices.
· Product contact surfaces are corrosion resistant and seams are smoothly bonded.

· Trained employees handle equipment.
Design, Construction & Installation (C1.1.1) (Continued)
· Review procedures and review forms for the design and installation of equipment are established.  Review procedure must involve plant manager, engineering, maintenance, sanitation, production, and quality assurance.  Review procedure must include adequate distance from walkways, unit heater, and floor.
· Equipment must be designed and installed with sufficient space between the equipment and walls, and between the equipment and the ceiling for cleaning, maintenance and inspection.  It is recommended to maintain a 50 cm perimeter.  If this space is not available, procedures must be obtained from the equipment manufacturer or documented to describe how the equipment will be cleaned and maintained.
· Equipment is designed so that materials and supplies are kept off the floor so floor can be easily cleaned and materials / supplies are protected from contamination.
· New or re-commissioned equipment undergoes a pre-start formal commissioning process that addresses food safety concerns.
· Product contact surfaces must be food-grade.  Approved materials are listed in the “Reference Listing of Acceptable Construction Materials, Packaging Materials and Non-Food Chemical Products” published by the Canadian Food Inspection Agency (CFIA) or the manufacturer must have a “Letter of Objection” from Health Canada.
· Standards such as CFIA (www.inspection.gc.ca), 3-A Sanitary Standard (www.3-a.org), National Sanitation Foundation (www.nsf.org), American Society of Mechanical Engineers (http://www.asme.org), and American Society for Testing and Materials (www.astm.org) are used as reference. 
· Product contact surfaces must be smooth, non-corrosive, non-absorbent, non-toxic, and free from pitting, cracks, and crevices.
· Equipment must be designed and installed to prevent contamination of product during operation by contaminants such as dust, dirt, lubricants, coolants, heat transfer medium, and other processing fluids.
· The storage and charging of batteries for forklift or other equipment must be segregated to minimize risk to product, packaging material and employees.  A large battery charging area requires ventilation due to the chemicals used in batteries and the emissions from batteries during charging.
Condensation & Fumes (C1.1.2)
· Equipment must be properly drained or exhausted to remove fumes, gases, condensation or waste.
· Where excessive amounts of condensation are produced, a properly designed and maintained exhaust system is used.

· Where condensation cannot be permanently eliminated, housekeeping procedures are completed at regular frequencies (if product contamination is likely).

By-Product Handling (C1.1.3)
· Equipment and tools used to handle by-product material are not used to handle beer, ingredients, in-process and packaging materials. Equipment and tools are properly identified for their intended use by (specify method) _______________________ (e.g. labels, colour coding)

· There is signage that outlines the utensil and container identification process. Signage is posted at (specify locations) ____________________ (e.g. utensil storage areas, where by-product handling occurs or at the entrance to departments) 

Equipment Maintenance and Calibration (C1.2)
Equipment Maintenance and Calibration (C1.2.1)
· There is a Preventative Maintenance Program (PMP) that includes:

· A list of equipment that is related to food safety (e.g. thermometers, temperature gauges, etc) (Note: Equipment such as fork lifts are not included as they do not effect food safety)

· Detailed description of calibration/maintenance procedures

· Documentation of calibration/maintenance activities

· The PMP ensures that all equipment is in good repair and does not pose a food safety risk.  No spot welding, flaking paint, excess lubrication, oil drips, or temporary repairs are ever evident.

· Repair parts and replacement equipment are stored in a separate, maintained area.

· ___________________________________________________________
Equipment Maintenance and Calibration (C1.2.1) (Continued)
The following represent equipment maintenance and calibration in the operation:

· Preventative maintenance program is a list of preventative maintenance tasks that need to be completed on a list of equipment, and auxiliary equipment important to product safety in each department at a defined frequency.  It is implemented to minimize equipment downtime and to prevent hazards from contaminating beer.
· Tools used for maintenance or calibration of food contact equipment and surfaces are clean and free of potential hazards.
· Equipment GROUP calibration program is a list of calibration tasks that need to be completed on a list of equipment important to product safety in each department at a defined frequency.  It is implemented to monitor and control equipment performance and accuracy.
· A list of equipment important to product safety includes, but is not limited to, bottle washer (e.g. spray header, nozzles alignment, timing, etc.); Pasteurizer (e.g. chain or walking beam conditions, etc.); Empty bottle inspection equipment, filtecs, palletizer (oil hose integrity); fillers (e.g.alignment, timing, flush, foot spring pressure, center column gaskets, etc.); Kegging filling lanes (e.g. infra red sensors, keg lane faults, etc.) coders, screw conveyors, malt sieve, CIP systems, UV sterilizers, tank/vessel linings; steam jackets/ heat exchangers  and chart recorders. (Note: Maintenance of equipment such as fork lifts are not included as this does not effect food safety)
· Service frequency is based on government regulations and acts, equipment supplier manual, operation experience.
· Programs are implemented using:
⁪ Software       ⁪ Spreadsheet     ⁪ Calendar
· Equipment calibration program is managed and implemented in the preventative maintenance program.
Equipment Maintenance and Calibration (C1.2.1) (Continued)
· Preventative maintenance and calibration log includes:

· Equipment Name _________________________________Equipment identification number

· Verification __________________________Designated responsibility
· Department Service task Service tools 
· Service nature (preventative or repair)
· Scheduled service date 
· Requirement of personal protection equipment 
· Service completion date and signature 
It is recommended that a formal list of out-of-service or infrequently used equipment be maintained. These items are stored in a manner to prevent contamination (e.g dirt/dust/lubricant accumulation).  Out-of-service equipment stored on-site should be kept to a minimum.

Control Devices Calibration (C1.2.2)

· There is a calibration program for equipment monitoring &/or controlling devices that may impact food safety.

· Control devices (e.g. probes, transmitters, temperature recorders, level probes, PU Meter, etc) are calibrated by properly trained personnel.
Responsibility
· The (specify job position) ______________________________________ (e.g. Facility Manager) is responsible for Design and Installation decisions.
· The (specify job position) ______________________________________ (e.g. Maintenance Employee) is responsible for equipment maintenance and calibration activities.
· ___________________________________________________________
· ___________________________________________________________

Equipment Cleaning & Maintenance

· Equipment is cleaned and maintained by (specify job position) ______________________________ (e.g. maintenance employee) every (specify time interval) _________________ (e.g. day).
Frequency
· Design and installation review is completed (specify time interval) _________________ (e.g. one per year or whenever there is a change to the equipment).

· Equipment maintenance activities are completed as per the Preventative Maintenance Program and on an ongoing basis.

· Equipment calibration activities are completed as per the Preventative Maintenance Program and on an ongoing basis.

· ___________________________________________________________
Standard Operating Practices
· Equipment Calibration SOPs
· Maintenance SOP
· Management of Change for design and installations SOP
· ___________________________________________________________
Deviations and Corrective Actions

When a deviation occurs, the employee reports the deviation to the designated individual in charge who will follow the appropriate corrective action that is documented on the ________________________________________________ (e.g. Deviation and Corrective Action Form). 

When Deviations Occur:

· The (specify job position) _________________________ (e.g. Supervisor) decides what corrective actions are to be taken when deviations occur.
· The (specify job position) _________________________ (e.g. Supervisor) ensures that any deviations are recorded and rectified with an appropriate corrective action.  
· The cause of the deviation is determined and recorded.  The necessary corrective action is determined so as to provide a permanent solution.
· When an appropriate corrective action is not immediately established, the designated individual in charge will cease and isolate the deviation.
· All Managers and Supervisory staff ensure employees are encouraged to report any deviations.  
· Employee training provides acceptable food safety information.  It is the responsibility of every employee to know the company’s food safety practices associated with each food, product or material so as to identify any deviations.

· ___________________________________________________________

Examples of Deviations & Corrective Actions:

Equipment Design and Installation

· If quotes or installations are inadequate to provide for food safety concerns, the project manager ensures the contractor corrects the situation.

· If equipment breaks before the defined preventative maintenance and calibration schedule, maintenance technician is contacted for repair.

Equipment Maintenance and Calibration

· If the preventative maintenance and calibration schedule is delayed, maintenance manager or designated personnel will investigate the root cause and take appropriate corrective action and preventive measures.

· If there is a problem with instrumentation during calibration checks, maintenance technician is contacted to adjust calibration, repair or replace instrument. If suspect instrument was unable to perform accurately, product safety assessment will be performed to determine if operations can continue. Any suspect product will be placed on hold as per the hold procedures.

Write your Deviations and Corrective Actions examples here:
________________________________________________________________

________________________________________________________________
Verification
· Equipment maintenance and calibration (Preventative Maintenance Program) is verified by (specify job position) _______________________ (e.g. HACCP/Food Safety Coordinator) every (specify time interval) _______________ (e.g. three months)
· The (specify job position) ______________________________________ (e.g. HACCP/Food Safety Coordinator) verifies that corrective actions have been implemented.
· ___________________________________________________________
Support Documents
· Equipment Maintenance and Calibration Schedule 
· Equipment Maintenance Log 
· Equipment Calibration Log 
· External Contractor qualifications & certifications
· External Contractor reports
· Corrective Action Records
· Verification Records
· ___________________________________________________________
Section 7:

Personnel
Pre-requisite Program

Program Overview
How will the Personnel Program Pre-requisite help you support a food safety program?

· Training is fundamentally important. Personnel are constantly making decisions, which could affect the final safety of the product. 

· Insufficient information and/or inadequate knowledge of general hygiene can lead to ingredients, products, and packaging material being mishandled and can impact the consumer. Such mishandling can result in illness, or in the products becoming otherwise unsuitable for human consumption. 

· Several types of diseases can be transmitted through the ingestion of food. Food, product or material handlers can carry these diseases. Personal hygiene, in particular handwashing, is the single most effective activity to prevent the contamination of product, packaging material or the equipment.

· Signage will assist in ensuring that visitors (including external maintenance workers) follow Brewery specific standards in regards to personal hygiene, conduct, illness, and injury.  

Instructions
	Ensure you have completed the relevant section of the “BAC Self Assessment Tool” found in the Toolkit. Then answer the following question:
Do you have an adequate Personnel Pre-requisite Program for your Brewery?

YES       NO

If you have answered YES:

· Provide your company specific Personnel Pre-requisite Program reference below.  

· Then proceed to the next Section

If you have answered NO:
· Follow the Instructions in Section 1 (above) on how to complete this Workbook and how to complete the Pre-requisite Program Templates

· Develop your Personnel Pre-requisite Program.




Internal Program/ Procedure Reference: 

Personnel Program
Template

Please complete the following pages according to 
your company’s procedures.

Personnel Pre-requisite Program
	Element
	Sub-Element

	D1Training
	D1.1 General Food Hygiene Training

	
	D1.2 Technical Training

	D2 Health & Hygiene
	D2.1 Cleanliness & Conduct

	
	D2.2 Communicable Diseases/Injuries


D1 Training / D2 Health & Hygiene
Purpose
· The purpose of this section is to document what is done to educate and train employees about food safety, product, and material handling and the habits and procedures required to minimize the risk of food, product, and/or material safety hazards.  As well, all employees and visitors practice safe food handling techniques to ensure a food safe environment.
Scope
· Training programs for new employees and refresher training.

· Keeping employees’ technical knowledge current.

· Employee training in cleaning and housekeeping.

· Training and knowledge of personnel involved in calibration or maintenance of key equipment. 

· Monitoring of personal hygiene practices and control of visitors.

· Required communication in the event an employee suspects they have a communicable disease that can be transmitted.

· Required communication in the event an employee is injured.
Activities
General Food Hygiene Training (D1)

· There is a written training program (named ____________________) for employees which includes:

· Orientation training is provided for all new and temporary employees.  Orientation training covers mission, core value and type of business, customer expectations on product safety, personal hygiene, Good Manufacturing Practices, product and material safety, legal obligations, and emergency procedures prior to commencing work.  Orientation training tools include orientation manual, seminar, videos, and a tour.  Videos are available through internet search, government agencies, educational institutions, food safety consulting organizations, and trade associations

General Food Hygiene Training (D1) (Continued)

· All full time/part time/contract employees, including production, maintenance, sanitation, shipping, receiving, logistics, drivers, contractors and management, receive personal hygiene, Good Manufacturing Practices, product and material safety training annually

· In-services and/or training sessions that reinforced and updated at appropriate intervals.

· Minimum General Food Hygiene training Elements include: 

· Personnel hygiene

· Sanitation procedures

· Allergen

· Cross contamination

· ______________________________________________________
Technical Training (D1.2)

· Training is appropriate for the complexity of the food safety requirements and the tasks assigned (e.g. Personnel are trained to) and include:

· Personnel responsible for maintenance and calibration of equipment impacting of food safety, have been appropriately trained to identify deficiencies that could affect product safety and to take the appropriate corrective action.  Individuals performing maintenance on specific equipment are appropriately trained.

· Personnel and supervisors responsible for the sanitation program are appropriately trained to understand the principles and methods required for effective cleaning and sanitizing.

· Additional training is provided as necessary to ensure current knowledge of equipment and process technology that has a direct impact on food safety (e.g. Empty bottle inspection systems, etc.).
Technical Training (D1.2) (Continued)
· On-the-job technical training is provided in the beginning and at least annually for employees involved in the Hazard Analysis Critical Control Point (HACCP) monitoring, corrective action or verification, equipment operation, calibration and maintenance of safety control and/or monitoring devices, cleaning and housekeeping.
· Ongoing technical training is completed.  Customer complaint review, news issues, and audit report are included in the refresher training.
· Refresher training may include job descriptions, standard operation procedures (SOP), operation guidelines, and work instructions are available for all critical job functions.

· Competency is assessed and documented (e.g. Supervisor review and audit quizzes, on the job evaluations, employee interviews and observations). 

· All records (e.g. employee training, supervisor review, and audit) are stored in employee file folders. 
· Backup documents are retained in employee file folders with regard to engineers and maintenance workers.
Cleanliness and Conduct (D2.1.1)
· The Brewery has and enforces a policy to ensure good personal hygiene that includes:

· Wear hair restraints (including beard nets) during aseptic filling and entry into tanks/vessels

· Wear clean clothing on the job and foot wear so as to not cause cross contamination

· Wear uniform if required for position. Under circumstances where necessary in order to ensure food safety, designated uniforms or work-clothes should be worn (e.g. aseptic filling,, etc.).
· Eating and drinking in designated areas only

· Smoking in designated areas only

· No spitting
Cleanliness and Conduct (D2.1.1) (Continued)
· No chewing gum 

· No sneezing and coughing on product. If sneezing and coughing are unavoidable, direct the sneeze or cough into the bend of your elbow and away from the product.

· No watch, ring, necklace, pendant earrings are allowed in product and material handling areas.  It is recommended to have no jewelry or visible piercing.  Velcro wrist medical alert is the only exception (health & safety rules will apply).
Hand washing stations are located in the product and material handling areas.  Hand washing is required when hands are contaminated.  Hand washing for 20 seconds with soap and water is the single most effective activity to prevent contamination of product, material or equipment.

· The following represent cleanliness and conduct in the operation:

· Employee practices and adherence to company policy is monitored, enforced, and documented.  Employee activities including product handling, calibration, maintenance, cleaning and housekeeping are conducted in a way that will not pose a potential product or material contamination.

· Employee activities including product handling, calibration, maintenance, cleaning and housekeeping are conducted in a way that will not pose a potential product contamination.

Cleanliness and Conduct (D2.1.2)
· All employees and visitors must practice good hygienic behaviour to prevent contamination of food products: 

· Practicing Brewery hand washing/sanitizing procedures;
· Following Brewery protective clothing policy;
· Practicing good hygienic practices (no food, gum, tobacco on Brewery floor);
Cleanliness and Conduct (D2.1.2) (Continued)
· The traffic pattern of employees prevents cross contamination of the product;
· ___________________________________________________________

Access of Visitors and Authorized, Contracted Personnel (D2.1.2)

· Controlled access policy of visitors applies to all visitors, contractors, drivers, and auditors to enhance security and prevent product contamination.
· Only authorized personnel have access to the Brewery (and related areas).

· Authorized external, contracted personnel are required to sign in and out when accessing the Brewery.

· Visitors are required to sign in and out and are accompanied by a designated manager at all times.  

· Signage of company’s hygiene and health policy is posted at entry points.

· Visitors are restricted to authorized areas specific to the purpose of the visit.

· __________________________________________________________________
Communicable Diseases (D2.2.1)

· The Brewery has and enforces a policy to prevent personnel known to be suffering from, or known to be carriers of a disease transmissible through food, from working directly with product and product contact surfaces. The title and location of this policy is _________________________________

· ___________________________________________________________

Communicable Diseases (D2.2.2)
· The Brewery requires that employees advise management when they are suffering from a communicable disease likely to be transmitted through food. 

· A list of communicable diseases is available in the Health Canada website (http://www.phac-aspc.gc.ca/id-mi/index.html).

· ___________________________________________________________

Communicable Diseases (D2.2.3)

· Employees having open cuts or wounds do not handle food or food contact surfaces unless the injury is completely protected by a secure waterproof covering (e.g. rubber gloves).

· Blood-borne pathogen cleanup kit is used to decontaminate human fluid such as blood.

· First aid trained employee performs first aid procedures when an injury occurs.  All injuries are recorded in the disease and injury log.
· ___________________________________________________________

Responsibility
· All employees receive food safety and health and hygiene training.

· The (specify job position) _________________________ (e.g. Supervisor) is responsible for training employees.

· The (specify job position) ____________________ (e.g. Facility Manager) is responsible for technical training.

· The (specify job position) ____________________ (e.g. Facility Manager) is responsible for ensuring all contractors receive contractor orientation training.

· ___________________________________________________________
Frequency
· New employees are trained (specify time interval) ___________________ (e.g. at hiring, before working)

· Personnel training is completed (specify time interval) ________________ (e.g. bi-annually)

· Technical training is completed (specify time interval) ________________ (e.g. bi-annually)

· Maintenance and calibration training is completed (specify time interval) ___________________ (e.g. on-going)

· Contractor hygiene training is completed (specify time interval) ___________________ (e.g. annually)

· ___________________________________________________________
Standard Operating Practices
· Handwashing SOP 
· Allergen SOP 
· Hygiene Policy

· Visitor Policy

· ___________________________________________________________
Deviations and Corrective Actions
When a deviation occurs, the employee reports the deviation to the designated individual in charge who will follow the appropriate corrective action that is documented on the ________________________________________________ (e.g. Deviation and Corrective Action Form). 

When Deviations Occur:

· The (specify job position)  ________________________ (e.g. Supervisor) decides what corrective actions are to be taken when deviations occur.
When Deviations Occur: (Continued)
· The (specify job position)_________________________ (e.g. Supervisor) ensures that any deviations are recorded and rectified with an appropriate corrective action.  
· The cause of the deviation is determined and recorded.  The necessary corrective action is determined so as to provide a permanent solution.
· When an appropriate corrective action is not immediately established, the designated individual in charge will cease and isolate the deviation.
· All Managers and Supervisory staff ensure employees are encouraged to report any deviations.  
· Employee training provides acceptable food safety information.  It is the responsibility of every employee to know the company’s food safety practices associated with each food, product or material so as to identify any deviations.
· ___________________________________________________________
Examples of Deviations & Corrective Actions:

General Hygiene Training

· If an employee fails to follow hygiene and health standard, employee is retrained and monitored for compliance before resuming product-handling duty.

Technical Training

· If an employee fails to perform the job, employee is retrained and evaluated for competency before resuming duty.

Cleanliness and Conduct

· If an employee is not wearing the proper uniform, they are notified to do so in order to commence working.

· If a visitor does not sign the visitor log, they are instructed to do so and accompanying by a manager.

Communicable Diseases and Injuries

· If an employee has an injury that are not properly covered, supervisor ensures the injury is covered prior to employee commencing work.
Write your Deviations and Corrective Actions Examples here:
________________________________________________________________
Verification
· Food Safety and Technical Training is verified by (specify job position) ___________________________(e.g. HACCP/Food Safety Coordinator) every (specify time interval) _______________ (e.g. at the start of employment and annually thereafter).
· Food safety and orientation training is verified by (specify job position) ____________________________(e.g. HACCP/Food Safety Coordinator) every (specify time interval) ____________________ (e.g. four months) 
· Personnel standards are visually verified by (specify job position) ___________________________ (e.g. HACCP/Food Safety Coordinator) every (specify time interval) _______________ (e.g. day, weekly etc.)

· The (specify job position) _________________ (e.g. HACCP/Food Safety Coordinator) verifies that corrective actions have been implemented.

· ___________________________________________________________
Support Documents
· Job description
· Organization chart and responsibilities
· Training materials
· Participation of training records and certifications (company specific)
· Control access/visitor procedures and signage at Facility entry points (company specific)

· Illness/Injury records (company specific)
· ___________________________________________________________
Section 8:

Sanitation and Pest Control 
Program Overview
How will the Sanitation and Pest Control Program Pre-requisite help you support a food safety program?

Sanitation
· Clean equipment and surroundings are required to protect the Brewery activities from contamination.

· Documented procedures provide consistency, set standards and can be used for training.

Pest Control
· Pests can cause damage to the ingredients, product, and material.  Rodents can cause damage through gnawing, defecating and urinating on product, packaging and equipment.

· Pests can carry bacteria that can cause foodborne illness. 

· Chemicals used to control pests such as flying insects may be toxic. Proper storage and labelling, concentrations, methods of application must be managed to ensure ingredient, product, and material is not contaminated.

Instructions
	Ensure you have completed the relevant section of the “BAC Self Assessment Tool” found in the Toolkit. Then answer the following question:
Do you have an adequate Sanitation and Pest Control Program for your Brewery?

YES       NO

If you have answered YES:

· Provide your company specific Sanitation and Pest Control Program reference below.  

· Then proceed to the next Section

If you have answered NO,

· Follow the Instructions in Section 1 (above) on how to complete this Workbook and how to complete the Pre-requisite Program Templates

· Develop your Sanitation and Pest Control Program.




Internal Program/Procedure Reference: 

Sanitation and Pest
Control Program
Template

Please complete the following pages according to 
your company’s procedures.

Sanitation and Pest Control Pre-requisite Program
	Element
	Sub-Element

	E1 Sanitation
	E1.1 Sanitation Program

	E2 Pest Control
	E2.1 Pest Control Program


E1 Sanitation
Purpose
· The purpose of this section is to document what is done to keep equipment, utensils. etc., and premises clean and in a condition that minimizes the risk of ingredients, product, and material safety hazards.  
Scope
· The requirement for a master cleaning schedule.

· Contents of the master cleaning schedule.

· Checking equipment after cleaning and before use.
Activities
Equipment Cleaning & Sanitation Program (E1.1.1)

· There is a Master Cleaning and Sanitation program for all clean-in-place and out-of-place equipment, which includes:

· Chemicals and concentrations used

· Water temperature requirements

· Procedures for cleaning and sanitizing

· Disassembly and assembly instructions (where appropriate)

· Frequency of cleaning and sanitation

· Responsibility for cleaning and sanitation

· ________________________________________________________

· Cleaning and sanitation activities are documented and inspected for adequacy.

· All clean-in-place and out-of-place equipment are identified and cleaned according to the Master Cleaning and Sanitation schedule for.

· All utensils and intermediate containers are identified and cleaned as per the Master Cleaning and Sanitation Schedule.
· Unscheduled cleaning and sanitizing procedures are completed where necessary.

Premises, Production & Storage Areas Cleaning & Sanitation Program (E1.1.2 & E1.1.3)

· Areas that require cleaning and sanitation activities are identified and cleaned as per the Master Cleaning and Sanitation Schedule.  These include (but are not limited to) floors, walls, doors and overhead structures.
· Daily housekeeping activities is assigned to appropriate personnel.

· Unscheduled cleaning and sanitizing procedures are completed where necessary.

· Food handling activities begin only after adequate cleaning and sanitation have been completed.
· Pooled or stagnant water is removed on a regular basis, as required. 
· Dust and dirt are physical hazards and a potential carrier of microbiological hazard in the brewery.

· Vacuum cleaning effectively removes dust.  Compressed air is not an effective method of cleaning as it blows dust from one area to another area without removing it from the environment.

· To prevent non-food grade cleaner from absorbing into the product, food-grade cleaners must be used on product handling equipment.

· Employee records cleaning activities.
· Spills of lubricants, oils and other potentially hazardous materials are cleaned immediately using designated cleaning methods.  
Responsibility
· All employees are responsible for cleaning and sanitation activities are determined as per the Master Cleaning and Sanitation Schedule)

· A (specify job position) ______________________________ (e.g. Supervisor) completes an inspection activities (e.g. full sanitation clean-ups, spot checks or allergen clean-ups) and checks relevant documentation.

· A sanitation audit is conducted to verify cleaning and sanitation procedures’ adequacy.  The (specify job position or third party) _____________________ conducts the sanitation audit.

· ___________________________________________________________
Frequency
· Frequency for cleaning and sanitation activities is as per the Master Cleaning and Sanitation Schedule. (e.g. daily, weekly, monthly, quarterly, and annually)

· The (specify job position or third party) ____________________________ conducts the sanitation audit every (specify time interval) _____________________________.

· ___________________________________________________________
Standard Operating Practices

· Cleaning SOP
· Sanitation SOP 
· ___________________________________________________________
Deviations and Corrective Actions
When a deviation occurs, the employee reports the deviation to the designated individual in charge who will follow the appropriate corrective action that is documented on the _________________________________ (e.g. Deviation and Corrective Action Form).

When Deviations Occur:

· The (specify job position) ___________________ (e.g. Supervisor) decides what corrective actions are to be taken when deviations occur.
· The (specify job position) ____________________ (e.g. Supervisor) ensures that any deviations are recorded and rectified with an appropriate corrective action.  
· The cause of the deviation is determined and recorded. The necessary corrective action is determined so as to provide a permanent solution.
· When an appropriate corrective action is not immediately established, the designated individual in charge will cease and isolate the deviation.
· All Managers and Supervisory staff ensure employees are encouraged to report any deviations.  
When Deviations Occur: (Continued)

· Employee training provides acceptable food safety information. It is the responsibility of every employee to know the company’s food safety practices associated with each food, product or material so as to identify any deviations.
· ___________________________________________________________
Examples of Deviations & Corrective Actions:

Sanitation

· If an area is not cleaned properly, the area is cleaned again according to the master cleaning schedule.  The responsible employee is notified and retrained.

· Cleaning and sanitation inadequacy or incompleteness requires a review of the written procedures and employee training.  
· If a Sanitation SOP is out of date or a required change, the supervisor will ensure that the necessary changes are made. Sanitation SOPs requiring updates or changes will have the change recorded and dated in the appropriate Log Book.

· If employees are unable to complete their sanitation activities or daily housekeeping duties they will contact their supervisor. The supervisor will ensure that corrective actions are completed such that sanitation activities can be adequately performed or rescheduled.  All corrective actions will be recorded.

Write your Deviations and Corrective Actions Examples here:
________________________________________________________________

________________________________________________________________

Verification
· A (specify job position) ______________________ (e.g. HACCP/Food Safety Coordinator) reviews Cleaning and Sanitation Checklist for accuracy and completeness – sign and date upon approval every (specify time interval) _____________ (e.g. week).  
· All managers and/or supervisors visually monitor that cleaning and sanitation procedures are being completed and are adequate.
· A (specify job position) ______________________________________ (e.g. Quality techincian) validates cleaning practices (e.g. micro results from rinse waters, etc.) every (specify time interval) _____________ (e.g. as pre company’s microbiological program).  
· The Master Cleaning and Sanitation Schedule and the Cleaning is verified by (specify job position) _______________________________ (e.g. HACCP/Food Safety Coordinator) every (specify time interval) _______________ (e.g. four months)
· The (specify job position) ____________________________________ (e.g. HACCP/Food Safety Coordinator) verifies that corrective actions have been implemented.
· ________________________________________________________
Support Documents
· Master Cleaning and Sanitation Schedule 
· Cleaning and Sanitation Log 
· Post-sanitation and pre-operational cleaning and sanitation checklists
· Records of cleaning and sanitation validation studies
· Corrective action records
· Verification records
· ________________________________________________________
E2 Pest Control
Purpose
· The purpose of this section is to document what is done for Pest Control in the Brewery.  
Scope
· Direction of pest control operators.

· Documentation of pest control activities.

· Managing pest control devices.

· Controlling pest control substances.
Activities
Contract Pest Control (E2.1.1)

· There is an external Pest Control Operator (PCO) that has provided a contract that includes:

· Procedures

· Frequencies

· A license

· Chemical/pesticide (including MSDS)

· Training

AND/OR

Pest Control (Completed by BAC employees) (E2.1.1)

· Pest control activities are completed by an internal employee(s)

· There internal written pest control program includes:

· Procedures

· Frequencies

· The license of the internal employee(s) completing the pest control activities

· Chemical/pesticide (including MSDS)

· Training

Pest Control Chemicals (E2.1.2)

· Chemicals and pesticides used are approved and documented in a usage log that lists: when used, where, concentration, how it was applied, and by whom.

· ___________________________________________________________
Pest Control Devices (E2.1.3)

· All pest control devices are included on the Brewery schematic diagram and updated as required.

· Pest control devices are inspected and documented _____________ (e.g. twice per month).

· Interior pest control devices are placed approximately_______ (e.g. 8 meters ) apart (recommended 6.5 -13 meter intervals) and on each side of doorways opening to the .  They are labelled and there is a sign on the wall indicating the location.

· Interior pest control devices do not contain bait of any kind.

· Exterior pest control devices are tamper resistant, locked, labelled, and secured in places at approximately ____________ (e.g.20 meter) intervals around the perimeter of the Brewery (recommended 15-30 meter intervals).
· Electric flying insect control units are used as required.  They are located at appropriate distances from processing areas and so as to not attract insects (recommended not within 3 meters of exposed product on a product line or packaging line). They are positioned at approximately 3 metres high.  They are not visible from the door.  
· Lights that attract insects from outdoor are discouraged above doors.    Yellow bulbs help to minimize insect attraction.  
· Insects in all units are counted.  Units are cleaned and inspected by the PCO. 
· Pest activity trends reports/graphs should be generated to track pest and insect activity throughout the brewery and facilitate appropriate corrective actions.
· ___________________________________________________________

Pest Control (E2.1.4)

· A third party audit indicates that pest activity is controlled and all devices are in good repair and in required locations. The third party auditor (specify name) _______________________________________________ completes the audit every (specify time interval) ________.  The third party audit includes (specify criteria and timing): ___________________________________________________________

· Any evidence of rodents, rodent activity, excrement or infestation requires the PCO to immediately address and solve the problem.  Any and all pest control activities (including corrective actions due to regular inspection) are documented and verified.

· ___________________________________________________________
Responsibility

· The (specify job position) ______________________________________ (e.g. Facility Manager) establishes the pest control contract.

· External Pest Control Operator (specify name) _____________________ performs activities.  

· Internal Pest Control activities are performed by (specify job position) ______________.

· ___________________________________________________________
Frequency
· Pest control activities are completed ____________ (e.g. twice per month)
· ___________________________________________________________
Standard Operating Practices
· Pest Control SOP 
· ___________________________________________________________
Deviations and Corrective Actions
When a deviation occurs, the employee reports the deviation to the designated individual in charge who will follow the appropriate corrective action that is documented on the ________________________ (e.g. Deviation and Corrective Action Form).
When Deviations Occur:

· The (specify job position)__________________________(e.g. Supervisor) decides what corrective actions are to be taken when deviations occur.
· The (specify job position)__________________________(e.g. Supervisor) ensures that any deviations are recorded and rectified with an appropriate corrective action.  
· The cause of the deviation is determined and recorded.  The necessary corrective action is determined so as to provide a permanent solution.
· When an appropriate corrective action is not immediately established, the designated individual in charge will cease and isolate the deviation.
· All Managers and Supervisory staff ensure employees are encouraged to report any deviations.  
· Employee training provides acceptable food safety information.  It is the responsibility of every employee to know the company’s food safety practices associated with each food, product or material so as to identify any deviations.
· ___________________________________________________________
Examples of Deviations & Corrective Actions:

Pest Control

· If a pest control device is missing, the PCO is contacted and the device is replaced.

· If pest activity is evident, the designated manager works with PCO to investigate the root cause of pest activity, regain control, and conduct proper product and material disposition for contaminated products.
Pest Control (Continued)
· If routine pesticide applications have not solved the specific incidence, PCO representative generates a corrective action plan to ensure preventive actions are taken to solve the situation.  Actions will be recorded on the Service Confirmation Report and/or documented separately.

Write your Deviations and Corrective Actions Examples here:
________________________________________________________________

________________________________________________________________

Verification
· The (specify job position) _______________________ (e.g. HACCP/Food Safety Coordinator) signs and dates the pest control reports twice per month upon completion of PCO’s regular visit. 
· The (specify job position) _______________________ (e.g. HACCP/Food Safety Coordinator) reviews the pest control reports for compliance and completeness - sign and date upon approval.
· The (specify job position) _______________________ (e.g. HACCP/Food Safety Coordinator) verifies that corrective actions have been implemented.
· The (specify job position) ______________________ (e.g. HACCP/Food Safety Coordinator) audits the pest control company’s activities (e.g. check several traps to ensure proper function, location and signage; place object in trap for PCO representative to return to HACCP/Food Safety Coordinator, etc.)
· ________________________________________________________
Support Documents

· Pest Control Contract {with detailed information about criteria and activities} (company specific)
· Pest control company license technicians license
· Insurance certificate
Support Documents (Continued)
· List of chemicals and pesticide used (including MSDS and copies of labels which includes dosages)
· Schedules
· Usage log that lists
· When used, where, concentration, how it was applied and by whom
· Map of location of devices.
· Activity reports, records of findings and actions.
· Pest Control Reports (company specific)
· Pest activity trends reports/graphs
· Corrective action records
· Verification records
· ________________________________________________________
Section 9:

Recall Program

Program Overview
How will the Recall Program Pre-requisite help you support a food safety program?
· Recalling a product because it may contain harmful substances, bacteria or foreign materials are essential to protect the public. The inability to effectively recall product from the market can result in harm to the consumer as well as harm to the image of the Brewery and the industry as a whole.

· Recovering product because of quality reasons is important in protecting the reputation of a Brewery and/or a product categoryDoing it well, can minimize the damage to the company and the industry. 

· Preplanning and practicing what to do, in the unlikely event of a recall, is essential to good execution in a real situation.

· Managing communications and relations with government agencies during a recall is another area where preplanning can be beneficial. The damage done by a poorly worded press release can be immense. 
· By having the ability to identify defective product or material and trace it back to its original source - it becomes possible to limit the scope and effect of a problem.

· When investigations can lead to a specific company source, rather than an entire commodity, may lessen the economic burden on multiple industry operators not responsible for the problem. (Assuming the problem is not a general one).

· From a public health perspective, besides limiting the population at risk in an outbreak, positive lot identification can minimize the unnecessary expenditure of valuable public health resources, and reduce consumer anxiety. 

· The negative effects of poor handling of defective product recalls on food categories have been demonstrated in the last few years.
Instructions
	Ensure you have completed the relevant section of the “BAC Self Assessment Tool” found in the Toolkit. Then answer the following question:
Do you have an adequate Recall Pre-requisite Program for your Brewery?

YES       NO

If you have answered YES:

· Provide your company specific Recall Pre-requisite Program reference below.  

· Then proceed to the next Section

If you have answered NO,

· Follow the Instructions in Section 1 (above) on how to complete this Workbook and how to complete the Pre-requisite Program Templates

· Develop your Recall Pre-requisite Program.




Internal Program/Procedure Reference: 

Recall Program 
Template

Please complete the following pages according to
your company’s procedures.

Recall Pre-requisite Program
	Element
	Sub-Element

	F1 Recall System
	F1.1 Program

	
	F1.2 Product Code Identification and 
Distribution Details


F1 Recall, Traceability, Consumer Food Safety Complaints
Purpose
· The purpose of this section is to document what is done in the event product must be recalled from the distribution system.  It will allow tracing and accounting for all identified defective products in a quick and efficient manner, managing communications in the event of a recall, and assisting outside agencies by having a predetermined plan and information gathering mechanisms.  Recalls will be consistently managed when initiated by the customer or supplier.
Scope

· The requirement of an emergency response plan for product recall.

· Principal Elements that should be included in an emergency response plan for product recall.
Activities
Recall (F1.1.1)

· The (specify job position) _____________________________ (e.g. Recall Coordinator) reviews the Recall Program every (specify time interval) __________________ (e.g. six months).. Refer to CFIA’s Food Recalls: Make A Plan and Action It!  Manufacturers’ Guide (www.inspection.gc.ca/english/fssa/recarapp/rap/mg1e.shtml) and CFIA Office of Food Safety and Recall’s Food Emergency Response Manual for recall plan development.

· The manual includes:

· Name and all contact information of recall team and alternates 

· Decision-making procedures

· Risk assessment guidelines

· Documents (e.g. recall forms, contact information, mock recall form, etc.)

· Individual responsibility for recall execution

· Name and phone number of all customers and suppliers or a reference to where that information can be found.

· ________________________________________________________
Recall (F1.1.1) (Continued)
The steps in the event of a recall situation include complaint notification, initial assessment, corporate office contact if appropriate, assembly of recall team to compile information, inventory on hold, determination of recall classification, Canadian Food Inspection Agency (CFIA) contact, press release, customer contact, product return arrangement and segregation, percentage of product recovery, recalled product disposition, recall process termination, documentation and post incident evaluation
· There is immediate notification (in the event of a recall situation) of the Canadian Food Inspection Agency (CFIA) in the region of the Brewery.  In some cases this may be through the regulatory agency having jurisdiction. This notification includes:

· Amount of product received

· Amount in inventory 

· Amount distributed

· Name

· Size

· Code or lot numbers of product recalled

· Area of distribution of product, e.g. local, national, international

· Reason for the recall

· ________________________________________________________

Recall Team (F1.1.2)

· The recall team listing is updated every (specify time interval) __________________________ (e.g. four months).  This listing contains:

· Names of recall team and alternates

· All contact information

· An outline of responsibilities for all team members including alternatives.
· ________________________________________________________

Mock Recall (F1.1.3)

· A Mock Recall/ traceability testing is performed (specify time interval) _______________ (e.g twice per year), which determines effectiveness.

· Since problems would most likely result in a problem with a specific tank or product or process, raw material, or a combination of these, mock recall scenarios should be developed to ensure all these situations are tested.

· All corrective actions resulting from the Mock Recall are documented and implemented prior to a subsequent Mock Recall.

· __________________________________________________________
Customer Complaints (F1.1.4)

· There is a formal customer complaint program that outlines how complaints are processed, evaluated, and investigated. Documented information includes:

· The customer’s full name

· The customer’s contact information

· The current date

· The name the supervisor or manager

· The name of item

· The description of product safety and / or product quality complaint; the purchase date of item and possible receipt

· Once an investigation determines that complaint has originated from the Brewery, a corrective action is taken to eliminate subsequent occurrences.

· ___________________________________________________________
Traceability (F1.2.1)

· There is a documented procedure (e.g. Warehouse Management System) to ensure that all raw materials, product, and packaging material can be traced to usage date and/or lot identification. This includes beer cans or bottles inserted in cases as promotional inserts.
Traceability (F1.2.1) (Continued)
· This procedure may include:

· A lot number

· Receiving date

· License plate or best before date

· ________________________________________________________

· Coding is on all internal packages and external cases and reflects the oldest date contained within the package or case.

· The use of multiple date codes on packages or cases is fully documented and managed by the Management System.

· ___________________________________________________________
Product Returns

There is a documented procedure to ensure that all product, and material that are returned to the Brewery from a customer are properly managed.

· Evaluation criteria for rejecting returned product, or material may include:

· The package integrity has been compromised;
· The product, or material condition has been compromised;
· The product or material is within code date;
· The product, or material is part of a CFIA recall;
· ________________________________________________________
Responsibility
· Recall Program activities are the responsibility of the Recall Team.

· Customer complaints are the responsibility of (specify job position) ________________________________________ (e.g. Facility Manager).
· Raw material and packaging traceability activities are the responsibility of (specify job position) ___________________ (e.g. Warehouse Manager.)
· Finished product traceability activities are the responsibility of (specify job position) __________________________ (e.g. QA Manager).
· ___________________________________________________________
Frequency
· Recall Program activities are performed as required on an ongoing basis.

· A Mock Recall is conducted every (specify time interval) ___________________________ (e.g. twice a year)
· ___________________________________________________________
Standard Operating Practices
· Raw Material Traceability SOP

· Product Coding SOP

· ___________________________________________________________
Deviations and Corrective Actions
When a deviation occurs, the employee reports the deviation to the designated individual in charge who will follow the appropriate corrective action that is documented on the _________________________________ (e.g. Deviation and Corrective Action Form).

When Deviations Occur:

· The (specify job position) ________________________ (e.g. Supervisor) decides what corrective actions are to be taken when deviations occur.
· The (specify job position) _________________________ (e.g. Supervisor) ensures that any deviations are recorded and rectified with an appropriate corrective action.  
· The cause of the deviation is determined and recorded.  The necessary corrective action is determined so as to provide a permanent solution.
· When an appropriate corrective action is not immediately established, the designated individual in charge will cease and isolate the deviation.
· All Managers and Supervisory staff ensure employees are encouraged to report any deviations.  
· Employee training provides acceptable food safety information.  It is the responsibility of every employee to know the company’s food safety practices associated with each food, product or material so as to identify any deviations.
· ___________________________________________________________
Examples of Deviations & Corrective Actions:

Recall

· If a mock recall/traceability testing does not produce 100% product recovery within a defined time period, the recall team reviews and improves the recall plan.  Another mock recall/traceability testing is conducted to test the effectiveness of the implemented changes.

Traceability

If products are not coded, they are not shipped until such time as their origin in determined.

Write your Deviations and Corrective Actions Examples here:
________________________________________________________________

________________________________________________________________

Verification
· The Recall Program is verified by (specify job position) ___________________________ (e.g. HACCP/Food Safety Coordinator) every (specify time interval) ___________ (e.g. six months) with a Mock Recall.
· The (specify job position) _______________________ (e.g. HACCP/Food Safety Coordinator) verifies that corrective actions have been implemented.
· ___________________________________________________________
Support Documents
· Recall Program
· Hold records

· ___________________________________________________________

List of References
	Reference
	Link

	CFIA FSEP Program
	http://www.inspection.gc.ca/english/fssa/polstrat/haccp/manue/tablee.shtml

	Health Canada's "Guidelines for Canadian Drinking Water Quality " 
	http://www.hc-sc.gc.ca/ewh-semt/pubs/water-eau/doc_sup-appui/sum_guide-res_recom/index_e.html

	Canadian Bottled Water Association 
	http://www.cbwa-bottledwater.org/en/index.htm

	Canadian Trucking Alliance guidelines 
	http://www.cantruck.com/

	International Standards for Phytosanitary Measures (ISPM) No 15 Guidelines for Regulating Wood Packaging Material in International Trade  
	http://www.spc.int/pps/ispm.htm

	Standards such as CFIA  
	www.inspection.gc.ca

	American Society for Testing and Materials 
	www.astm.org

	American Society of Mechanical Engineers 
	http://www.asme.org

	National Sanitation Foundation
	www.nsf.org

	3-A Sanitary Standard 
	www.3-a.org

	A list of communicable diseases - Health Canada website 


	www.hc-sc.gc.ca/pphb-dgspsp/publicat/ccdr-rmtc/masth_e.html

	CFIA’s Food Recalls 
	www.inspection.gc.ca/english/fssa/recarapp/rap/mg1e.shtml


Reference Listing

Several standards and organizations have been referenced in this document. For ease of retrieval, those references have been listed in this appendix, together with the web site address.
	Standard/Organization
	Web Site

	3-A Sanitary Standard
	www.3-a.org 

	Agriculture and Agri-Food Canada (AAFC)
	http://www.agr.gc.ca/

	American Society of Mechanical Engineers (ASME)
	http://www.asme.org/

	American Society for Testing and Materials 
	http://www.astm.org

	Canadian Drinking Water Guidelines
	http://www.hc-sc.gc.ca/hecs-sesc/water/index.htm

	Canadian Food Inspection Agency (CFIA)
	http://www.inspection.gc.ca/

	CFIA – Food Safety Enhancement Program (FSEP)
	http://www.inspection.gc.ca/english/fssa/polstrat/haccp/overvuee.shtml

	CFIA Food Recalls: Manufacturers’ Guide 
	www.inspection.gc.ca/english/fssa/recarapp/rap/mg1e.shtml

	CFIA Meat Hygiene Directives for 2003 
	http://www.inspection.gc.ca/english/anima/meavia/mmopmmhv/chap2/2.6e.shtml#2.6

	Canadian Standards Association (CSA)
	http://www.csa.ca

	Canadian Trucking Alliance
	http://www.cantruck.com/

	Food & Consumer Products of Canada (FCPC)
	http://www.fcpc.ca/home.asp

	Institute of Packaging Professionals
	http://www.iopp.org

	ISO 22000
	http://www.iso.ch/iso/en/CatalogueDetailPage.CatalogueDetail?CSNUMBER=35466

	Health Canada - List of communicable diseases 
	http://www.phac-aspc.gc.ca/id-mi/index.html

	National Sanitation Foundation
	www.nsf.org

	U.S. Food and Drug Administration (FDA)
	http://www.fda.gov/
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Sample SOPs


Generic SOPs have been provided to be customized and used as necessary to describe specific activities.











Support Documents


Suggested documents have been provided to be used and customized as necessary.





























BAC Generic Pre-requisite Program





Describes the brewery food safety system standards 





Pre-requisite Program Workbook


Instructions on how to complete each Pre-requisite section.


Checklist to assess compliance of actual operation to each Pre-requisite section.


Provision for the Workbook to be customized and become the brewery’s Pre-requisite programs document.
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