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 P-113 Personnel hygiene and welfare
PURPOSE
· Describe the dress code and personal hygiene practices for Singing Dog Vanilla employees and visitors to follow.

POLICY
Singing Dog Vanilla is committed to ensuring the health, safety, and well-being of our employees, and customers and complying with all health department regulations. 

	Illness reports.

	All employees in direct contact with equipment, utensils, ingredients, and packaging materials, including the janitorial crew, visitors should be informed if they:

	Are experiencing any of the following symptoms:
a. Diarrhea.
b. Fever.
c. Vomiting.
d. Jaundice.
e. Runny nose.
f. Sore throat with fever.
g. Persistent coughing and sneezing.
h. Lesions (such as boils and infected wounds, regardless of size) containing pus on the fingers, hands, or any exposed body part.
i. Potential COVID-19 symptoms.
	Are diagnosed by a healthcare provider as being ill with any of the following diseases:
a. Salmonella typhi.
b. Salmonella non-typhoidal.
c. Shigellosis.
d. Escherichia coli.
e. Hepatitis A virus.
f. Norovirus.
g. COVID-19
	If they have been exposed to the following high-risk conditions:
a. Exposure to or suspicion of causing any confirmed outbreak involving the illnesses mentioned on the side.
b. A member of their household is diagnosed with any of the illnesses mentioned on the side.
c. A member of their household is attending or working in a setting that is experiencing a confirmed outbreak of the illnesses mentioned on the side. 
	Employees must also report wounds in the following conditions:
a. Wounds on the hands or wrists, unless an impermeable cover such as a finger cot or stall protects the wound and a single-use glove is worn over the impermeable cover.
b. Wounds on exposed portions of the arms unless the wound is protected by an impermeable cover.
c. Wounds on other parts of the body, unless the wound is covered by a dry, durable, tight-fitting bandage.

	· Employees experiencing some of these symptoms already mentioned, shall not work with exposed products; clean equipment, and tools.
· Anyone who has encountered any of the reportable illnesses or symptoms must be excluded from work until cleared by a physician.



	Personal cleanliness and hygienic practices

	Handwashing practices

	






When
	1. Before:
a. Handling ingredients, and packaging materials, and initiating the production process. 
b. Visitors must wash their hands before entering areas where materials are exposed.
2. After:
a. Touching bare human body parts other than clean hands and clean, exposed portions of arms.
b. Using the toilet/restroom facilities.
c. Coughing, sneezing, using a handkerchief or disposable tissue, using tobacco, eating, or drinking.
d. Handling soiled equipment or tools.
e. Engaging in other activities that contaminate the hands.

	Where
	1. Employees and visitors shall use designated hand sinks for handwashing only and stocked with soap, disposable towels, warm water, and a garbage can

	


Procedure
	1. Rinse under clean, running-warm water.
2. Apply cleaning compound. 
3. Rub together vigorously for at least 10 to 15 seconds while:
a. Paying particular attention to removing soil from underneath the fingernails.
b. Creating friction on the surfaces of the hands and arms, fingertips, and areas between the fingers
c. Thoroughly rinse under clean, running warm water
d. Dry with disposable paper towels.



	
Fingernails
	1. Singing Dog Vanilla has an internal policy prohibiting the use of artificial nails by its employees. 
2. If any visitor has artificial nails, it will be necessary to instruct them to wear single-use gloves and limit contact with any ingredient.

	
Jewelry
	1. The use of jewelry, and costume jewelry is prohibited for employees and visitors who enter private areas.
2. The use of bracelets and watches is prohibited while processing. 
3. Jewelry is limited to a plain ring, such as a wedding band.

	Dress code
	Employees must wear clean clothing that is designed for the operation to prevent contamination of food ingredients, packaging and food contact surfaces (ex: aprons, smocks, overalls, uniforms). All employees must follow these rules:
a. Come to work in clean clothing.
b. Put on a lab coat when working in the production room. 
c. Keep designated work clothing clean and in good repair (ex: no holes, loose threads, loose buttons, etc.) 
d. Wear clean shoes/boots inside the facility. 
e. Wear suitable hair covering or restraint to prevent hair from directly or indirectly touching food, equipment, utensils, etc. 
f. Do not wear designated work clothing in washrooms, lunchrooms or outside the production facility. 
g. Do not store designated work clothing in washrooms, lunchrooms, offices or lockers.
h. Change designated work clothing if it gets soiled during a shift.

Note: All visitors to our facility, including suppliers and contractors, must adhere to the personal hygiene, hand washing practices and clothing requirements if they will be entering a production area.


	Injuries and Wounds
	All rules must be followed by employees:
a. All work-related injuries must be reported to management immediately.
b. When someone is injured or wounded, first aid must be applied immediately.
c. If working with food, packaging, or food contact surfaces (e.g., waterproof bandage covered with a glove), open cuts or wounds must be securely and hygienically covered.
d. Contamination resulting from the injury or wound must be determined for food, ingredients, packaging materials, and food contact surfaces.
e. Contaminated items must be disposed of, and food contact surfaces must be cleaned and sanitized following company sanitation procedures.
f. The incident must be recorded on the company's incident report form.
g. Before entering the facility, any visitor with an exposed open cut or wound must securely and hygienically cover it.


	Hygiene program for visitors 
	This point applies to all visitors who do not work at Singing Dog Vanilla such as external providers, external maintenance personnel, auditors, etc. (relatives of the owners, are considered visitors).
1. Visitors must be always accompanied by an employee of the facility.
2. Visitors must follow good manufacturing practices as instructed by the employee escorting them.
3. All visitors are required to maintain strict confidentiality of all production-related information.
4. All visitors who come to Singing Dog Vanilla must sign in and sign out again when leaving in the F-242-004 Visitor Log. There will be no access through any other door. All visitors are to enter and exit from the front door.


MONITORING 
The Production Supervisor: 
1. Will visually observe that employees follow the dress code implemented within the storage and production areas.
2. Will visually observe that employees follow the glove policy correctly.
3. Will guide the visitor through all areas of the facility and will ensure that all safety regulations are followed.

CORRECTIVE ACTION 
1. Ask employees who are observed not washing their hands at the appropriate times and are asked to wash their hands immediately. 
2. Retrain employees to ensure proper handwashing procedures.
3. When a deviation is noticed, the supervisor should immediately correct the behavior. After a second offense, the supervisor should ask the visitor to leave the facility.

VERIFICATION AND RECORD KEEPING 
The Production Supervisor will directly observe the trained employees during a shift, findings must be recorded on F-111-001 Pre-operation record. Furthermore, while performing the Monthly FSP Audit the SQF Practitioner verifies the training of employees and reviews F-111-001 Pre-operation record. 

RECORDS
F-242-004 Visitor Log 
F-111-001 Pre-operation record
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December 30, 2022
	A
	April 10, 2024
	B
	Document P-113 Personnel Hygiene and Welfare was created using information from the following documents P-242-001 Personnel Practices, and P-242-004 Visitor Policy, which describe the hygiene activities that Singing Dog employees must follow. Vanilla. To register these activities, the following records were created: F-111-001 Pre-operation record.
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