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	Product Traceability
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Purpose
This procedure describes the process for raw material, work in progress, product identification and traceability, performing a product recall or withdrawal and crisis management planning. 
Responsibilities
The Management Team is responsible for ensuring an effective method is in place to provide product traceability from raw material, processing, and other inputs through to the customer. 
The Management Team is responsible for ensuring there is an effective recall and withdrawal system in place.
The Management Team and the SQF Practitioner are responsible for determining the need for a product recall or withdrawal.
The Management Team designates the Recall Coordinator.
The recall coordinator is responsible for initiating a product recall or withdrawal.
Definitions
Product recall: removal of a product from the marketplace.
Instructions
[bookmark: OLE_LINK46][bookmark: OLE_LINK47]Traceability
Use the step-by-step instruction of how materials are tracked from receiving, into storage, into production, as they are used in product, in final product, and through to delivery to the customer. Utilize the necessary forms and the numbering system that is in place. 
Utilize method for identifying product lots and their relation to batches of raw materials, processing, and delivery records. Address traceability of allergen containing foods.
Utilize the traceability system that will:
1.1.1 Link raw ingredients to the original supplier, provide full trace back of all ingredients used in allergen containing foods. 
Link raw ingredients to finished product codes.
Code finished product by lot.
Trace food contact through loading and transportation method used.
Link finished product codes to customers that receive it.
Trace reprocessing
Identify how incoming material is identified
Identification
Utilize the lot coding system for identifying products. Include all stages of production and storage. Include any requirements to address allergens. Address:
1.1.2 Clear identification of product.
1.1.3 Labeling of finished product to customer specification and regulatory requirements.
Maintaining records of product release and destination.
Pre-operational inspections include verification of product identification. 
Withdrawal and Recall
The SQF Practitioner is the recall coordinator. 
The SQF Practitioner and senior management identify a cross-functional recall team and document all contact information on the Recall Withdrawal form.
Provide the contact information on the Recall Withdrawal form so it is readily available when the form is needed for recall activities.
1.1.4 Assign coordinators to lead activities for:
a) Manufacturing
b) Facilities
c) Warehouse
d) Sales
e) Corporate 
f) Public relations
g) Quality Control
h) Legal representative, if appropriate
1.1.5 Management identifies any documents that should be drafted to have on hand in case of a recall and assigns responsibility for drafting the document. Legal assistance may be required. Document drafts may include:
a) Forms for collecting information from phone calls (complaints)
b) Telephone scripts for informing customers of a recall
c) Letter to follow up phone call with details of the recall
d) News release template

The Management Team and the SQF Practitioner evaluate the need for recall or withdrawal when information that indicates a food safety hazard is received from external or internal sources.
Start the activity log. Record all activities and communications with time and date and person performing the activity.
All information available is evaluated and documented on the Recall/Withdrawal form.
Management and the food safety team leader decide if the recall/withdrawal is necessary.
The recall coordinator initiates the recall/withdrawal.
1.1.6 The coordinator contacts each member of the recall team. 
Team members collect information, control products in their area and notify appropriate personnel in their area according to their assigned tasks in the Recall Plan. 
a) Collect all related production information
b) Collect all related monitoring and testing records
Collect loading and distribution records
c) Stop shipment of product
d) Locate all inventory
e) Segregate and hold suspect product
f) Identify customers that need to be contacted.
g) Contact customers and agencies to initiate the recall/withdrawal. 
As appropriate, a spokesperson notifies the media and public, puts information on websites, initiates other methods of informing the public.
Record all activities on the activity log.
Recalled or withdrawn products are held under supervision until they are destroyed, or other disposition is determined.
Once the recall is completed, evaluate the effectiveness.
1.1.7 Determine the cause of the recall. Initiate corrective action.
1.1.8 Determine if any changes need to be made to the recall process.
Mock recalls are performed to validate the recall process every 6 months. Records are maintained and results evaluated by the recall team and the food safety team.
Crisis Management Planning
The management team identifies potential accidents and emergency situations and prepares a Crisis Management Plan. 
Research risks and hazards as they apply to the company and products
Research government or association plans to identify relevant issues or existing plans
Identify best practices for the industry or area for emergency response
Identify resources
[bookmark: _Int_rMTvlBJK]Possible situations include:
a. Food adulteration caused by a deliberate act of sabotage or terrorist like incident
b. Product contamination
c. Foreign objects in product
d. Communicable disease
e. Mislabeling
f. Containment defects
g. Consumer claims
Supplier notifications
h. Tampering or threats of tampering
i. Fire
j. Water leak
k. Toxic chemical leak or dispersion
l. Terrorism
[bookmark: _Int_VjoN0GQo]Prepare a list of possible situations.
a. Determine if the risk can be reduced or eliminated with risk control measures. Evaluate the process, facility or other factors that lead to the risk to see how they can be changed or managed
If you are unable to eliminate the risk, perform a risk analysis for each potential situation to determine the need for a prepared response plan. Base your risk analysis on:
a. The likelihood of occurrence
b. Ability to predict the situation and ability to prevent occurrence
c. Potential effect on food safety 
Probability product will cause adverse health or death
Potential effect on safety of personnel
Time required to respond
Ability to control affected product
Forms and Records
 Recall/Withdrawal form

Attachments
None
Related Documents
 NDSP Recall Plan
Lot Coding System
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