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1.0       Purpose

1.1 This procedure describes the process for the maintenance and repair of plant, equipment, and buildings to minimize the risk of product, packaging, or equipment contamination.
2.0 Responsibilities

2.1 Senior management is responsible for assigning personnel to maintain the plant, equipment, and buildings for maintenance.
2.2 Senior management is responsible for contracting outside maintenance personnel to maintain or repair the items that the maintenance department are not able to complete.

2.3 Maintenance is responsible for the compliance of outside contractors following the proper GMP’s of our facility.

2.4 Maintenance is responsible for the training of outside contractors on the GMP’s of the facility before work begins. 

2.5 Maintenance is responsible for tracking all downtime of equipment.
3.0 Definitions

3.1 CMMS - Computerized Maintenance Management System.
3.2 Work Order Request – A summited request to have something repaired or replaced.

3.3 Work Order – A written order with details of who is to complete the order, what should be done for the repairs, and the time it will take to complete the work order.
4.0 Instructions

4.1 Repairs and Maintenance
4.1.1 (11.2.1.1) The maintenance and repair of plant, equipment, and buildings is documented, planned and implemented in a manner that minimizes the risk of product, packaging, or equipment contamination and is on the company’s CMMS system and explained in this policy.

4.1.2 (11.2.1.2) Routine maintenance of plant and equipment in any food processing, handling, or storage areas is performed according to the Maintenance Control Schedule and recorded on the CMMS system.  The maintenance schedule is prepared by Maintenance Supervisor and covers building, equipment, and other areas on the premises that is critical to the maintenance of product safety and quality. 
a) Each week the CMMS system will generate work orders for the PM of the machines.  Each work order has a due date and if not completed in the system by the due date, the CMMS will print another work order and attach an email to the Maintenance Supervisor of the failed work order.
4.1.3 (11.2.1.3) Failures of plant equipment in any food processing, handling, or storage areas are to be tagged with Maintenance Work Performed (WPC-30-522) Tag and a Work Order Request (F-11.2-003) must be summited.  It must be recorded on the CMMS, and brought to the attention of the supervisor or manager over the department during reviews.  The repair is also incorporated into the Maintenance Control Schedule.
a) Any repairs on food processing equipment will have a completed work order request filled out in the CMMS, maintenance Pro-Operation Checklist F-11.2-013, signed by the area supervisor or manager before it is placed back into production.
4.1.4 (11.2.1.4) The Maintenance and Production Supervisor must be notified and implement the maintenance or repairs that are to be undertaken in any processing, handling or storage area.

4.1.5 (11.2.1.5) Any repairs or maintenance activities that may pose a potential threat to product safety are performed while outside of processing times and brought to the attention of the Q.A. Director, Maintenance Supervisor and Plant Manager.
4.1.6 (11.2.1.6) Temporary repairs, where required, must not pose a food safety risk and is included in the routine inspections and cleaning program.  Management will address final completion of temporary repairs to ensure they do not become permanent solutions.  
4.1.7 All temporary repairs shall be placed on the continuous improvement table and reviewed by management in the monthly staff meetings.
4.1.8 Remove all tools and debris from any maintenance activity once it has been completed and inform the area supervisor so appropriate hygiene and sanitation can be completed and a pre-operational inspection conducted prior to the commencement of facility operations.
a) All tools are to be signed in and signed out using the Tool Sign-Out Sheet (F-11.2-005).
4.1.9 (11.2.1.7) Food grade lubricants are used on Equipment located over product or product conveyors.  Their use is controlled by Maintenance so as to minimize the contamination of the product.  All food grade lubricant guns will be labeled with food grade labels.
4.1.10 (11.2.1.8) Paint is not used on any food contact surfaces.  If paint is used in the production area around food contact surfaces, it must be suitable for use and in good condition.
4.1.11 Maintenance must repair or correct all work order request that are put into the system and keep a log of all work order records. 

a) A Work Order Request (F-11.2-003) can be filled out by anyone in the facility that sees a need for an item to be repaired or replaced.

b) Work Order Request (F-11.2-003) are to be filled out and turned into the Maintenance Supervisor to evaluate the importance of the repairs needed and added to the CMMS.

c) Maintenance Supervisor will issue the work order to the proper personal for completion.
4.2 Maintenance Staff and Contractors

4.2.1 (11.2.2.1) Maintenance staff and contractors comply with the site’s personnel and process hygiene requirements.

4.2.2 (11.2.2.2) All maintenance and other engineering contractors required to work on-site will be trained in the site’s food safety and hygiene procedures and will be escorted at all times until their work is completed.

4.2.3 (11.2.2.3) Maintenance staff and contractors will remove all tools and debris from any maintenance activity once it has been completed, and inform the area supervisor and maintenance supervisor, so appropriate hygiene and sanitation can be conducted, and a pre-operation inspection completed prior to the restarting of site operations. 
a) All repairs to the food contact equipment or repairs make above a food contact equipment will be documented on the “Maintenance Pre-Operation Checklist” (F-11.2-013).
4.3 Calibration
4.3.1 (11.2.3.1) The guidelines for maintaining the calibration and re-calibration of measuring, testing and inspection of equipment used for monitoring activities is outlined in this policy.  The activities outlined in the pre-requisite program, food safety plans, food quality plans, and other process controls, in order to demonstrate compliance with customer specifications and documentation is monitored.  The CMMS Software used for such activities is validated.

4.3.2 Procedures are documented and implemented to address the disposition of potentially affected products should measuring test and inspection equipment by found to be out of calibration state.  Tools and/or equipment out of calibration:
a) Any tool or equipment that is found to be out of calibration state must be brought to the attention of the supervisor or manager and be tagged with a Non-Conforming Tag and pulled out of service until it is verified back into calibration.

b) Supervisor or manager will follow P-245 Non-Conforming Product and Equipment to ensure all affected products are placed on hold back to the last good check.

4.3.3 Calibrated measuring, testing, and inspected equipment must be protected from damage and unauthorized adjustment.  

a) All scales are protected from damage and unauthorized adjustments.  All adjustments are made by a third party company.
4.3.4 (11.2.3.2) All equipment is calibrated or verified against NIST standards accuracy appropriate to its use.  In cases where NIST standards are not available, we require the supplier to provide evidence to support the calibration reference method used.  

4.3.5 (11.2.3.3) If applicable, calibrations will be performed according to regulatory requirements and to the equipment manufacturers recommended schedule.
4.3.6 All calibration records are maintained and stored according to P-220 document control and records.

4.3.7 (11.2.3.4) Procedures are documented in implemented to address the resolution of potentially affected products when measuring, testing, or inspection equipment is found to be out of calibration.
4.3.8 (11.2.3.5) Calibrated measuring, testing, and inspection equipment is protected from damage and unauthorized adjustment or use.
4.3.9 (11.2.3.6) A directory of measuring, testing, and inspection equipment that requires calibration is recorded and maintained. All calibration records are maintained and stored according to P-220 document control and records.
4.3.10 Magnets will be checked on an annual basis with the Magnet Pull Tester and the tester calibrated annually.
4.4 Pest Prevention
4.4.1 The Contracted Pest Control Company performs a weekly inside and outside inspection of the facilities and provides a weekly report of the findings.  The premises, it’s surrounding areas, storage facilities, machinery and equipment is kept free of waste or accumulated debris so as not to attract pests and vermin.
4.4.2 Identified pest activity does not present a risk of contamination to food products, raw material or packaging. 

4.4.3 Food products, raw materials or packaging that are found to be contaminated by pest activity must be effectively disposed of, and the source of pest infestation investigated and resolved.  Records are kept, in the Pest Control Book, of the disposal, investigation, and resolution.

4.4.4 (11.2.4.1) Protein Plus has a documented pest prevention program. The Contracted Pest Control Company maintains a book in the quality control office with the basic contract information, current and up to date certificates, and site map of all the traps to be inspected and cover the following if applicable:

a) Describes the methods and responsibilities for the development, implementation and maintenance of the pest management system.

b) Records pest sightings and trends the frequency of pest activity to target pesticide applications.

c) Outlines the methods used to prevent pest problems.
d) Outlines the pest elimination methods and the appropriate documentation for each inspection.
e) Outlines the frequency with which pest status is to be checked.
f) Includes, on a site map, the identification, location, number and type of bait stations set.
g) Lists the chemicals used and provides the proper Safety Data Sheet and approved by the relevant authority, if applicable.
h) Outlines the methods used to make staff aware of the bait control program and the measures to take when they come in contact with a bait station.
i) Outlines the requirements for staff awareness and training in the use of pest and vermin control chemicals and baits

j) Measures the effectiveness of the program to verify the elimination of applicable pest and to identify trends.
4.4.5 Inspections for pest activity are done on a regular schedule by trained personnel and the appropriate action taken if pest are present.

4.4.6 Records of all pest control applications are recorded and maintained in the Pest Control Books which are located in the Quality Control Labs.

4.4.7 Pesticides and other toxic chemicals are clearly labeled, handled, and applied by properly trained personnel or under the supervision of trained personnel with a complete understanding of the hazards involved including the potential for contamination of food and food contact surfaces.   
4.4.8 (11.2.4.2) Pest prevention contractors:

a) Are licensed and approved by the local and state relevant authority

b) Use only trained operators who comply with regulatory requirements and provide the facility with all training certificates

c) Use only approved chemicals 

d) Provides a complete management plan and maintain all updates and reports

e) Reports to the front office upon arrival and when the inspection is complete.

f) Meets with the Q.A. Director to talk about any issues at hand and provide a detailed report by email

4.4.9 The pest control contractor disposes of unused pest control chemicals and empty containers in accordance with regulatory requirements and ensures that:

a) Empty chemical containers are not reused

b) Empty containers are labeled, isolated and securely stored while awaiting collection

c) Unused and obsolete chemicals are stored under secure conditions while waiting authorized disposal by an approved vendor

· Target Pest that the pest control contractor will help control during the inspection of the facility and thresholds are listed below, but not limited to:
a) House Fly 


>365 / Per Month
b) Cigarette Beetle


>128 / Per Month
c) Indian Meal Moth

>16 / Per Month

d) Confused Flour Beetle

>10 / Per Month
e) House Mice

 
≥1 / Per Month

4.4.10 (11.2.4.3) Pest activity risks are analyzed and recorded.  Inspections for pest activity are conducted on a regular basis by trained site personnel and the appropriate action taken if pests are present.  Identified pest activity shall not present a risk of contamination to food products, raw materials, or packaging.  Records of all pest control inspections and applications are kept.
4.4.11 (11.2.4.4) Food products, raw materials, or packaging that are found to be contaminated by pest activity will be disposed of, and the source of pest infestation will be investigated and resolved.  Records will be kept of the disposal, investigation, and resolution.
4.4.12 (11.2.4.5) Pesticides shall be clearly labeled and stored per 11.6.4 if kept on site.


a) No pesticides are kept on the facility.

4.4.13 (11.2.4.6) No animals shall be permitted on-site in food handling and storage areas.

4.5 Cleaning and Sanitation
4.5.1 (11.2.5.1) The company provides specific SSOP’s for each cleaning to be performed on food processing equipment and surrounding areas.  The SSOP’s are documented and records are kept with Document Control.  The following will have consideration, but not limited to:

a) What is to be cleaned

b) How it is to be cleaned
c) When it is to be cleaned
d) Who is responsible for the cleaning
e) Validation of the cleaning procedures for food contact surfaces.

· Validation performed by product first pulls.
f) Methods used to confirm the correct concentrations of detergents and sanitizers are used

g) The responsibility and methods used to verify the effectiveness of the cleaning and sanitation program
4.5.2 Provisions are made for the effective cleaning of processing equipment, utensils and protective clothing.

4.5.3 The wash room is designated for cleaning carts, ladders, product containers, knives, and other utensils, and for the cleaning of protective clothing used by the sanitation staff.  The washroom operations are controlled so as not to interfere with food processing operations.  Racks and containers for storing cleaned utensils and protective clothing are provided as required.  When an employee enters the washroom for any activities, they must use the transition sanitizer on the door way before they exit the washroom.  The employee shall hold down the transition sanitizer handle for approximately 15 seconds or until the transition between the washroom and the warehouse has been completely saturated with sanitizer before they exit. 
4.5.4 (11.2.5.2) Detergents and sanitizers are suitable for use in the food manufacturing environment, labeled according to regulatory requirements, and purchased in accordance with applicable legislation. The responsibility and methods used to verify the effectiveness of the cleaning procedures are in accordance with applicable legislation and ensures:

a) An inventory of all chemicals purchased and used are maintained on the Approved Chemical List (F-904-001)

b) Detergents and sanitizers are stored as outlined in element 11.6.4 of the SQF Module 11 Code

c) Safety Data Sheets (SDS) are provided for all detergents and sanitizers purchased

d) All chemicals are labeled according to regulatory requirements.

e) Only trained staff handles sanitizers and detergents

4.5.5 (11.2.5.3) Detergents and sanitizers that have been mixed for use are correctly mixed according to manufactures instructions, stored in containers that are suitable for use, and clearly identified.  Mix concentrations are verified and records are maintained. 

4.5.6 (11.2.5.4) Cleaning in place (CIP) systems where used will not pose a chemical contamination risk to raw materials, ingredients, or products.  CIP parameters critical to assuring effective cleaning are defined in the SSOP, monitored and recorded (e.g., chemical and concentration used, contact time and temperature).  CIP equipment including spray balls are maintained and modifications to CIP equipment are validated.  Personnel engaged in CIP activities are effectively trained.
4.5.7 (11.2.5.5) Cleaning equipment, tools, racks, and other items used in support of the cleaning and sanitizing program are clearly identified, stored, and maintained in a manner that prevents contamination of processing areas, product handling equipment, and storage areas as well as the tools themselves.
4.5.8 (11.2.5.6) Suitably equipped areas are designated for cleaning product containers, knives, cutting boards, and other utensils used by staff.  The areas for these cleaning operations are controlled so they do not interfere with manufacturing operations, equipment, or product.  Racks and containers for storing cleaned utensils are provided as required.
4.5.9 (11.2.5.7) Pre-operational Hygiene and sanitation inspections are conducted by qualified personnel to ensure food processing areas, product contact surfaces, equipment, staff amenities and sanitary facilities are clean before the commencement of production after a 24-hour shut down and recorded on the Pre-operational Check List (F-600-015).

4.5.10 (11.2.5.8) Staff amenities, sanitary facilities and other essential areas are inspected by sanitation to ensure the areas are clean, at a defined frequency.

4.5.11 (11.2.5.9) The responsibility and methods used to verify the effectiveness of the cleaning procedures are documented and implemented by the sanitation supervisor, and documented on the weekly cleaning checklist.  A weekly sanitation schedule has been prepared to cover the facility. A record of pre-operational hygiene inspections, cleaning and sanitation activities, and verification activities are maintained.
4.5.12 The supplier disposes of the unused detergents and sanitizers and empty containers in accordance with regulatory requirements and ensures that:

a) Empty detergent and sanitizer containers and appropriately cleaned, treated and labeled before use

b) Empty detergent and sanitizer containers are labeled, isolated and securely stored while awaiting collection

c) Unused and obsolete detergents and sanitizers are stored under secure conditions while waiting authorized disposal by an approved vender.
4.6 Safety Harness Usage

4.6.1 The safety harness is used any time an employee or employees have to be lifted more than 4 feet off the ground to perform job duties or to retrieve objects from the storage shelves.

4.6.2 Employee being lifted is responsible for properly donning safety harness before being lifted.  

4.6.3 Fork Lift Operator is responsible for ensuring that the employee being lifted is wearing safety harness properly and is attached by lanyard to solid object.

4.7 Putting on the Harness
4.7.1 Hold harness by back D-ring.  Shake harness to allow all straps to fall in place.

4.7.2 If chest, waist and/or leg straps are buckled, release straps and buckles.

4.7.3 Slip straps over shoulders so D-ring is located in middle of back between shoulder blades.

4.7.4 Pull leg strap between legs and connect to opposite end, Repeat with second leg.

4.7.5 Connect chest strap and position in mid chest area 6” to 8” below throat but not below sternum.  Tighten to keep shoulder straps tight.

4.7.6 After all straps have been buckled, tighten all webbing so that harness fits snug but allows full range of motion.
4.7.7 After donning harness, make sure to check:

a) Chest Strap: Should be 6” to 8” below throat but not below sternum.  If it is too high, you could run the risk of it moving up during a fall and risk strangulation.  If it is too low, you could fall out of the harness during a fall.
b) Leg Straps: Leg straps should be snug, but not so snug that they obstruct blood circulation in the legs.  Failure to wear leg straps will not secure your body during a fall.

c) Sub-Pelvis Strap: Provides support in the event of a fall; and also provides support when used for positioning.  In a seated position, the strap should comfortably provide a “seat” for the buttocks.  In the event of a fall, lift your legs to transfer weight to the strap.
4.8 Connecting the Lanyard
4.8.1 The end of the lanyard closest to the shock absorber is attached to the D-ring on the harness.  When not in use the other end of the lanyard is attached to the front of the harness on one of the black loops on either side of the chest strap.

4.8.2 When connecting the lanyard while in the man basket, attach it to one of the chain loops on the right or left side of the basket.

4.8.3 If you must leave the man basket to perform job duties, the lanyard must be attached to a solid object in the ceiling, or on the equipment to be worked on.
4.9 Man Basket Usage
4.9.1 Determine if the use of the man basket is required to perform the job.

4.9.2 If it is determined that the man basket is to be used, a properly licensed forklift operator will attach the man basket to the forklift in the following order:

a) Forklift operator will slowly drive forward into the man basket until the mast of the forklift is against the back railing of the man basket.

b) The forklift operator will place forklift in neutral and set parking brake.

c) The forklift operator then attaches the man basket to forklift by using the chain located on the man basket.  The chain must be placed so that it encircles the upper rail on the man basket and the load rest on the forklift and is secured by tightening the nut on the bolt, which must be placed through both ends of the chain.
4.9.3 After attaching man basket to forklift, the forklift operator will drive the man basket to the location where the job is to be performed.
4.9.4 After employee(s) performing job have put on safety harness with lanyard, following the Safety Harness Usage Procedure in section 5.0, they may enter man basket and attached lanyard to safety loops located on the left and right rails of the man basket, and secure the two chains across the front opening of the basket.

4.9.5 Once the employees are secured in the man basket, the forklift operator shall remain near the forklift as to assist lifted employee(s) if needed.

4.9.6 After job duty is completed, the forklift operator shall slowly lower employee(s) back to the floor.  Employee(s) shall exit man basket and forklift operator shall place man basket back into storage area and disconnect man basket from forklift.
4.10 Fork Lift Operator Daily Inspections

4.10.1 The Forklift Operator is responsible for the daily inspection of the forklifts being used during the shift.

4.10.2 At the beginning of the shift the forklift operator is to complete the Forklift Operator’s Daily Inspection Report Form (F-11.2-004).

4.10.3 If any problems are found during the inspections, maintenance is notified immediately.

4.10.4 The reports are recorded and documents are kept with document control.
5.0 Forms and Records
5.1 F-11.2-001 New Equipment Installations

5.2 F-11.2-002 Utensil Checklist

5.3 F-11.2-003 Work Order Request
5.4 F-11.2-004 Forklift Operator’s Daily Inspection Report

5.5 F-11.2-005 Tools Sign Out Sheet

5.6 F-11.2-006 Maintenance Log-Plant 1

5.7 F-11.2-007 Maintenance Log-Plant 2

5.8 F-11.2-008 Master Calibration List

5.9 F-11.2-009 Scale & Equipment Calibration

5.10 F-11.2-010 Chemical Mixing Log

5.11 F-11.2-011 Metal Detector Reject Verification Form

5.12 F-11.2-012 Magnet Testing
6.0 Attachments

6.1 None 
7.0 Related Documents

7.1 WPC-30-522 Maintenance Work Performed
8.0 References

8.1 CMMS Software
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