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1. Purpose

1.1. This procedure describes the process for raw material, work in progress and product identification and traceability and performing a product recall or withdrawal.

2. Responsibilities

2.1. Top management is responsible for identifying products for all stages of production and storage and will be documented and implemented.

2.2. Top management is responsible for ensuring an effective method is in place to provide product traceability from raw material, packaging and other inputs through to the customer and back to the ingredients. 

2.3. Top management is responsible for ensuring there is an effective recall and withdrawal system in place.

2.4. Top management and the SQF Practitioner are responsible for determining the need for a product recall or withdrawal.

2.5. The President designates the Recall Coordinator.

2.6. The recall coordinator is responsible for initiating a product recall or withdrawal.

3. Definitions

3.1. Product Recall: removal of a product from the market place.

4. Instructions

4.1. Product Identification

4.1.1. (2.6.1.1) Top Management is accountable for the methods and responsibility for identifying raw materials, ingredients, packaging materials, work-in progress, process inputs and finished products during all stages of production and storage and is documented and implemented.  The product identification system is implemented to ensure:

I. Raw materials, ingredients, packaging materials, work-in progress, process inputs and finished products are clearly identified during all stages of receipt, production, storage and dispatch.
A. Protein Plus uses a Lot Number Code Explanation Chart (A-261-001) to explain the makeup of each twelve-digit lot number.

· The first two digits of the lot number represents the month of production.

· The third and fourth digits of the lot number represents the day of the month.

· The fifth and sixth digits of the lot number represents the year.

· The seventh and eight digit of the lot number represents the product code or type.

· The ninth and tenth digits of the lot number represents the fat content of the product. Example, 12 for 12% and 28 for 28%.
· The eleventh digit of the lot number represents the type of peanuts used.  Example, O for Organic, H for Hi Oleic, and N for Non-Hi Oleic

· The twelfth digit of the lot number represents the peanuts.  For Example, U for Un-blanched and B for Blanched. 
B. When raw materials, ingredients, packaging materials, work-in progress, process inputs, or finished lots are being used in the facility, the lot numbers will set by the supervisors and be recorded on the production record.
II. Finished product is labeled to the customer specification and/or regulatory requirements.

a. Protein Plus keeps the approved label requirement of each customer on file.  When the customer does not approve a label, Protein Plus will use the standard label for the product.
4.1.2. Product identification records are maintained.
A. All production records with product identification are kept in the Plant Manager’s Office.

4.1.3. (2.6.1.2) Product startup and Product or packaging changeover procedures during packing are documented and implemented to ensure that the correct product is in the correct package and with the correct label and that the changeover is inspected and approved by an authorized person.  Any label use that is not consistent with the product being packed, will follow the Corrective Action Procedure.  Product or packaging changeover records are maintained.
A. Supervisors and Quality Control will verify that the correct product is placed in the correct package on start up or change over in production.  Verification signatures will be used on the production records to verify.

4.2. Product Trace
4.2.1. (2.6.2.1) Top Management is accountable for the responsibility and methods used to trace product and is documented and implemented to ensure:

I. Finished product is traceable to the customer (one up) and provides traceability through the process to the manufacturing supplier and date of receipt of raw materials, food contact packaging and materials and other inputs (one back).
A. Records of raw and packaging material receipt and use, and finished product dispatch and destination is maintained.

B. Finished product is traceable to the customer by the product coding in the facility. 

C. Finished product is traceable back to the supplier by the product coding in the facility.

II. The receipt dates of raw materials, ingredients, food contact packaging and materials, and other inputs are recorded.

A.   All incoming raw material, ingredients, food contact packaging and input materials are received with an inspection checklist.

III. Traceability is maintained where product is reworked.
A. When product has to be reworked into the process, it is tracked on the Rework Tracking (F-246-001).
IV. The effectiveness of the product trace system is reviewed at least annually as part of the product recall and withdrawal review.

A.  Mock withdrawals are performed annually to ensure the traceability of the product through the system.
4.2.2. The effectiveness of the product trace system is reviewed at least annually, as part of the product recall and withdrawal review.  Records of raw and packaging material receipt and use, and finished product dispatch and destination are maintained.

A. All records of incoming raw and packaging material are kept and tracked throughout the process into a finished lot.  The identification is maintained to the final destination.
4.3. Product Withdrawal and Recall
4.3.1. (2.6.3.1) The plant manager is accountable for the responsibility and methods used to withdraw or recall product and the process is documented and implemented.  The process includes:

a) Identification for those responsible for initiation, managing and investigated a product withdrawal or recall.  
· The Plant Manager is the recall coordinator.

b) Describes the management procedures to be implemented including sources of legal, regulatory and expert advice and essential traceability information.

c) Outlines a communication plan to inform customers, consumers, authorities and other essential bodies in a timely manner appropriate to the nature of the incident

d) SQFI, the certification body, and the appropriate regulatory authority is listed as an essential body and notified in instances of a food safety incident of a public nature, or product recall for any reason.

4.3.2. Investigation is undertaken to determine the root cause of the withdrawal, mock recall or recall and details of investigations and any action taken is documented.
·   When the withdrawal, or mock recall is performed, a root cause analysis will be performed to identify the cause of the withdrawal or mock recall.
4.3.3. (2.6.3.2) The product withdrawal and recall system is reviewed, tested and verified as effective at least annually.  Testing includes incoming materials (one back) and finished product (one up).

· Test recalls are performed to validate the recall process at least annually and will cover finished products, raw ingredients, and packaging material from different shifts that are used across a range of products that are shipped to a wide range of customers. Records are maintained and results reviewed by the recall team and the food safety team.  
4.3.4. (2.6.3.3) Records are maintained of withdrawal and recall tests, root cause investigations into actual withdrawals, recalls, corrective actions, and preventative actions applied.

4.3.5. (2.6.3.4) SQFI and the certification body is notified in writing within twenty-four (24) hours upon identification of a food safety event that requires public notification, SQFI will be notified at foodsafetycrisis@sqfi.com. 

4.3.6. In the event of a real recall and not a mock recall, SQF 202-220-0635 and the certifying body (SAI Global) 800-247-0802, foodrecall@saiglobal.com, and Georgia Department of Agriculture, positiveresults@agr.georgia.gov  and FDA 1-888-723-3366 must be notified within 24 hours. Records of all product withdrawals, recalls and mock recalls are maintained.
4.3.7. Any customers that may be affected by a recall shall be notified immediately with the customer contact list F-230-004. 
A. All records of the withdrawals, product trace, or mock recalls are maintained in the “P” network drive.
4.4.  Protein Plus Procedures:

4.4.1. The Plant Manager and management identify a cross-functional recall team and document all contact information on the Recall Withdrawal Form (F-263-002) Finished Product or (F-263-003) Raw and Packaging Material. The team will consist of the following:

· Plant Manager- Darrell Donald- 229-387-4499

· Q.A. Director- Tim Miller- 229-425-3420
· Document Control
· Production Supervisor
· Quality Control
· Jones Day Attorney-William Rowland-404-581-8961

· SQF- 202-220-0635 – foodsafetycrisis@sqfi.com

· SAI Global- 800-247-0802- foodrecall@saiglobal.com
· Georgia Department of Agriculture -  positiveresults@agr.georgia.gov 
· FDA – 1-888-SAFEFOOD (723-3366)

4.4.2.  Plant Manager assigns coordinators to lead activities for:

a)   Production Records

b) Re-work Records

c)   Shipping / Receiving Records
d) Inventory Records
e)    Sanitation Records

f)   Environmental Records

g) Product Testing Records

h) Incoming COA’s

i)   Legal Matters

4.4.3. All ingredients and packaging material are received at Protein Plus and recorded on the Receiving Ticket (F-720-001).

4.4.4. Paste is received into Plant 1 and recorded on the Peanut Paste Tank Sheet (F-305-001) with the LOT number of the incoming raw peanut paste.

4.4.5. Paste is transferred to the presses and recorded on the Press Production Record (F-305-002) under the same LOT number.

4.4.6. The pressed flour from the presses is sent to the grinding room to be processed and a flour lot number will be assigned to the incoming LOT number and recorded on the Flour and Oil Production Sheet (F-315-001).

4.4.7. The flour from the grinding room will either go into the 50 lb. bagger or into a tote for shipping.  

4.4.8. Flour going to the 50 lb. bagger will be recorded on the Packaging Line Production Sheet (F-330-003).

4.4.9. Flour going into the super sacks for shipments are recorded on the Pre-tote sheet (F-335-001), Tote Production Sheet (F-335-002) and transferred to the Tote Shipping Label Sheet (F-335-003) for final shipment.
4.4.10. Reworked products are recorded on the Tote Production Sheet and on the Rework Tracked (F246-001)
4.4.11. Oil production will be recorded on Oil packaging Line Production Sheet (F-345-001).
4.5. Product Coding

4.5.1. Tote, Tanker, & Pallet Labels:

· Line one: Sold to Information, Customer Name and Address

· Line two: Ship to Information, Customer Name and Address

· Line three: Purchase Order Number

· Line four: Lot Number, Tote or Box Number, Net Weight

· Line five: Manufactured By, Name of Manufacture and Address

· Line six: Allergens and Kosher Certifications

· Line seven: Statement of Storage and Loading with other food products only                                                                                                  

4.5.2. 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. 
4.5.3. 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
4.5.4. Legal Advice will come from Jones Day Law Office 404-581-8961
4.5.5. Top management and the SQF Practitioner evaluate the need for recall or withdrawal when information that indicates a possible food safety hazard is received from external or internal sources.

4.5.6. Start the Activity Log (F-263-001). Record all activities and communications with time and date and person performing the activity.

4.5.7. The SQF Practitioner informs the recall coordinator that a recall or withdrawal may be necessary.

4.5.8. All information available is evaluated and documented on the Activity Log (F-263-001).

4.5.9. Top management and the Q.A. Director decide if the recall/withdrawal is necessary.

4.5.10. The recall coordinator initiates the recall/withdrawal by following the Product Trace/Recall Flow Chart (A-263-001)
4.5.11. The coordinator contacts each member of the recall team. 

4.5.12. Team members collect information, control product in their area    and notify appropriate personnel in their area.
a) Collect all related production information

b) Collect all related monitoring and testing records

c) Collect warehouse and distribution records

d) Stop shipment of product

e) Locate all inventory

f) Segregate and hold suspect product

g) Identify customers that need to be contacted.

h) Contact customers and agencies to initiate the recall/withdrawal. 

i) As appropriate spokesperson notifies media and public, puts information on website, initiates other methods of informing public.

4.5.13. Recalled or withdrawn products are held under supervision until they are destroyed or other disposition is determined.

4.5.14. Once the recall is completed, evaluate the effectiveness.

4.5.15. Determine the cause of the recall. Initiate corrective action according to 2.5.5 Corrective and Preventive Actions.

4.5.16. Determine if any changes need to be made to the recall process.

4.5.17. Records of raw, packaging, and finished products dispatch and destination are maintained.
4.6. Crisis Management Planning

4.6.1. (2.6.4.1) Protein Plus implements a crisis management plan that is based on the understanding of known potential dangers that can impact the site’s ability to deliver safe food, and is documented by senior management outlining the methods and responsibility the site implements to cope with a business crisis.
4.6.2. The crisis management plan includes, but not limited to:

I. Designated senior management that is responsible for decision making, oversight and initiating actions arising from a crisis management incident.  
a. Details listed in section 2.0

II. The nomination and training of a crisis management team is listed below.

a. Crisis Management Team/HACCP Team includes:

· Plant President

· Plant Manager

· Q.A. Director / SQF Practitioner

· Production Supervisor

· Shift Supervisor

· Maintenance Supervisor

III. The controls implemented to ensure a response does not compromise product safety.
a. The President, Plant Manager, and Q.A. Director will ensure a response will not compromise product safety.

IV. The measures to isolate and identify product affected by a response to a crisis.

a. The measures are isolated and identified by the Crisis Management Team.
V. The measures taken to verify the acceptability of food prior to release.

a. The measures are verified by the Crisis Management Team.
VI. The preparation and maintenance of a current crisis alert contact list, including supply chain customers.

a. Emergency contact information is listed on page 8.
b. Supply Chain Customer Contact List is located on the L: Drive.
VII. Sources of legal and expert advice.

a. Information is listed on page 9.

VIII. The responsibility for internal communications with authorities, external organizations and media.
a. Will be performed by the President, Plant Manager, or Q.A. Director.

4.6.3. (2.6.4.2) The crisis management plan is reviewed, tested and verified at least annually with gaps and appropriate corrective actions documented.  Records of reviews are maintained. 
A. Crisis Management Plan:

a) In the event where the operation is shut down for an extended period due to the emergency situation, the President will contact the supply chain department for contingency planning.  This will include confirming priority orders from our customers and following through with planning to offset the shutdown of the operation.  
b) Planning of contingency is dependent upon the length of shutdown and the nature of the emergency. Protein Plus has a backup company to supply all of their customers until the time that Protein Plus can continue with producing orders.
B. Communications:

a) The following individuals will be responsible for communications during a crisis event:

· President designates: Responsible for communication with immediate plant team management and employees on crisis situation and next steps. He/she will also be responsible for communicating with any emergency or regulatory bodies (i.e., Police, Fire Department etc.)

· Director of Quality or Plant Manager: Responsible for communication with Food Safety Regulatory Bodies (CFIA) and liaising with customers through the sales team on communication of potential food safety risks. Director will refer to Recall Program and enlist the Recall team if the Emergency incident involves a product recall.

· President: Responsible to communicate with sales and customer service on product orders.

· President will be the spokesperson for the company in the event that the media or external agencies have to be contacted.

· President will be the spokesperson for the company on any legal matters.

· Please note, no other employee other than who has been designated is authorized to conduct communications on behalf of the company.
C. Training:

· All Employees will be trained on this procedure upon hiring and at a minimum re-trained annually.
D. Annual Emergency Plan Review:

a) The Plant Manager/designate ensures the Crisis Management plan is reviewed, tested and verified at least annually.  

b) The test will include a predetermined crisis scenario.   

c) The key provision is to have a mock crisis identified, product identified, criteria for monitoring of affected product, actions that would be taken based on results from monitoring, and final disposition of identified product. 

d) If a mock communication is created, typically customers are not contacted for fear of confusion. 

e) The Emergency Response Team reviews the results of the test and makes improvement recommendations. 

f) This will be documented on the Emergency & Business Continuity Incident Report.

E. Verification of Annual Exercise:

a) Crisis Management records are reviewed by the SQF Practitioner/designate annually to ensure response was appropriate and any necessary follow-up was completed as planned.

F. Deviation & Corrective Actions:

a) These are planned arrangements.  During an actual event, deviation from these arrangements may be necessary.  

b) Any deviations from these planned arrangements should be approved by the Plant Manager, and must be conducted under instructions from a regulatory agency.
G. Validation of Program:  

a) The SQF Practitioner/designate will ensure the program requirements meet the SQF Food Safety Code through an annual review of the program to occur with the Emergency Response Team. 
b) Documented changes and updates will occur on the Document Control Change Log, and training will be coordinated with Emergency Response Team to communicate changes.
4.6.4. Records of reviews of the crisis management plan are maintained and kept with the document control and training coordinator and on the P: Drive, P-215.
4.6.5. TYPES OF EMERGENCIES COVERED BY THIS PLAN:

a) This plan addresses the following potential emergencies that are known to occur:

· Industrial Accidents or other Medical Emergencies

· Power Failures

· Computer & Network Failure

· Fires, Explosions or Chemical Spills

· Nitrogen or other Gas Leaks/Suspicious Odors

· Weather Related (Tornadoes, Ice, Snow, Rain)

· Violent, Criminal Behavior or Civil Disturbances 

· Pandemic Illnesses

· Supplier Shortage

· Product Withdrawal or Recall 

· Damage during Transportation

· Strike Contingency

· Extended Breakdown of Key Equipment
· Epidemic and Pandemic 
4.6.6. CHAIN OF COMMAND:

a) The Plant Manager or designate has the overall responsibility for implementing and directing each aspect of the Emergency Response Program.

b) He/she will delegate specific duties to individual managers within the organization to ensure proper implementation of each step of the procedures. He/she will grant oversight and initiate action from the below listed Emergency Response Team in an emergency situation.

	Team Name
	Contact Type
	POSITION
	BUSINESS

PHONE
	MOBILE PHONE
	SECONDARY PHONE

	Allen Conger
	Primary Plant
	President
	229-423-5528
	229-425-1819
	

	*Darrell Donald
	Primary Plant
	Plant Manager
	229-423-5528
	229-387-4499
	

	*Tim Miller
	Primary Plant
	Q.A. Director
	229-423-5528
	229-425-3420
	229-467-8903

	*Doug Brown
	Primary Plant
	Maintenance
	229-423-5528
	229-457-4497
	

	*Judith Achord
	Primary Plant 
	Document Control
	229-423-5528
	229-425-2898
	

	Jones Day Law Office
	Legal Advice
	Protein Plus Attorney
	404-581-8961
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Emergency Response Team

*Names in red are members of the HACCP Team for Food Safety Assessment

4.6.7. NOTIFICATION OF EMERGENCY:

a) The initial notification of the emergency should be given to the supervisor of the area involved or made directly to the Plant Manager.
b) The supervisor will notify the Plant Manager or designate if the Plant Manager is not available.
c)   Once notified of the emergency, the Plant Manager or his designate, will assume responsibility for directing the Emergency Response.
d) Refer to the appropriate section of the Emergency Plan for detailed information on dealing with each aspect of the emergency.
e) The following list identifies key agencies and companies, contact numbers and responsibilities;
	Organization
	Telephone #

	Fire (Fitzgerald Fire Dept.)
	911 (229-426-0886)

	Ambulance
	911

	Police (Fitzgerald Police Dept.)
	911 (229-426-5000)

	Ben Hill Co. Sheriff’s Dept. 
	911 (229-426-5161)

	EPA
	800-241-4113

	Poison Control
	404-616-9000

	Fitzgerald Utilities
	229-426-5400

	FBI
	404-679-9000

	Certifying Body SAI Global
	512-635-6186

	SQF Institute
	202-220-0635

	Protein Plus Attorney (Jones Day)
	404-581-8961

	USDA Office
	202-720-2791

	District Attorney’s Office
	229-426-5156

	Public Works
	229-426-5044

	Building Inspectors
	229-426-5063


4.6.8. EVACUATION PLAN:

a) Evacuation may be necessary as part of an emergency response action.

b) Evacuation routes and designated safe area / meeting locations are shown on the Evacuation procedure will be followed when an emergency situation requires the evacuation of the facility.

c) Plant Manager will:

· Direct the orderly evacuation of the building.

· Coordinate head count of evacuees.

· Report to the Fire Department or Police Department anyone missing who may be in the building, and keep them updated.

· If evacuation is likely to be extensive or if weather is poor, instruct supervisor to direct employees to walk to their cars.  There, employees will wait in their cars until further notice.  

· Employees are not allowed to leave the parking lot.

4.6.9. Production Supervisor will:

a) Go immediately to the meeting point and await information via designated people.

b) Relay head count information to the Plant Manager.

c) Control traffic at meeting point.
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Wait for the signal from the Plant Manager that the emergency is over and then notify employees that it is safe to return to their workstations.

e) Other duties as assigned by the Plant Manager.
4.6.10. EMERGENCY RESPONSE PROCEDURES:

A. Industrial Accident:

· Where the accident is of a serious nature, the individual should be made as comfortable as possible, not moved unless in danger of further or continuing injury.  The following steps should be taken:

1) Step One – Person discovering injured worker:

1. Call out to alert others for help.

2. Request immediate on-site First Aid by designated person.  Provide name, location, nature of injury/illness and an indication of the medical services required.

3. Remove victim from imminent danger.

2) Step Two – Office:

1. Will notify the appropriate Emergency Services providing full information as to location, etc.
2. Will notify the area supervisor and request his/her attendance at the accident scene.
3. Will notify the Plant Manager, or his/her designate, if he is not available.
3) Step Three – Supervisor:

1. Upon arrival at scene take charge and provide, or ensure that first aid has been provided by a competent first aid attendant.

2. Direct Emergency Vehicles to the scene (send a competent worker to meet the ambulance and bring them to the scene).

3. Organize bystanders to help make the area safe, to ensure that all casualties have been found and to assist with first aid as directed.

4. Ensure aisles are clear for emergency vehicles. 

5. Assist Medical Personnel as required.
4) Step Four – First Aid Attendant:

· The First Aid Attendant will generally follow the PRIORITY ACTION APPROACH outlined below for life-threatening situations.

1. Take Charge of the situation.
2. Access the hazards.
3. Make the area safe for themselves and others.
4. Identify themselves as a first aid attendant and offer help.
5. Assess the casualty for life-threatening conditions.
6. Give first aid for life-threatening conditions.
*Note:  If the casualty has a suspected head or spinal injury, do not move the victim, but carefully steady and support the head and neck without moving the head before establishing responsiveness. 
B. Medical Emergencies:
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Where illness of a serious or suspected serious nature – such as a heart attack, respiratory distress, choking, etc. occurs, the individual should be made comfortable and assistance requested immediately.  While the parties to be notified will be different for each illness, the balance of the procedures and steps to be taken will be essentially the same as an industrial accident.
C. Power Failures:

· Power failures may last for a few minutes, several hours or several days.  Emergency lighting will be in operation for approximately 30 minutes so as to enable safe evacuation.
a) Plant Manager, or his designate will:

1. Contact local utilities to see what the estimated down time will last.

2. Decide on a course of action based on the estimated down time.

3. Inform supervisors and managers of his/her decision.

4. In the event that the facility will be down for an extended period, ensure that steps are put into place to secure and protect product.

5. Block doors to ensure they don’t lockout upon return.

b) Supervisors will:

1. Implement the instructions of the Plant Manager while ensuring the safety of all workers.

c) Workers will:

1. Stay at their workstation unless otherwise advised by a supervisor.
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All moving vehicles must stop immediately.  Fork trucks and other vehicles are not to move until power is restored.
3. Workers will implement the decision of the Plant Manager in a safe and efficient manner.
D. Fire:

· Fire and smoke can present a serious threat to all individuals at the facility.  Fire extinguishers are strategically located throughout the facility.  However, only employees trained in their safe use may use them and only in cases where the fire is small and can be contained quickly.
a) Employee Discovering the Fire will:

1. Call out to alert others.

2. Contain fire (if small and if safe to do so).

3. Request that someone notify the supervisor, or Plant Manager.

4. If the fire cannot be immediately contained or smoke becomes a hazard evacuate the building by the safest route.

5. Proceed to designated meeting area for head count and do not obstruct emergency equipment arriving.

6. Await further instructions.  No employee may re-enter the building until the all clear has been given by the Fire Department.

b) Plant Manager will:

1. Ensure that emergency services “911” have been notified and provided with the following information:
· Name of the person providing information
· Name of Company and Street Address
· Telephone number
2. Will evaluate the need for plant wide evacuation and implement the Evacuation Plan as necessary.
3. Direct evacuation of the building and provide instruction to employees through the managers and supervisors as per the plan.
4. Direct someone to meet the fire department to provide necessary information.
5. Ensure clear access for arrival of fire department.
6. Ensure all employees have been accounted for by head count.  In the event that an employee is missing, inform the FIRE CHIEF of the situation.  Do not re-enter the building.
7. Be available to the Fire Department to provide information upon request.  Inform the fire department of any pertinent details of the fire (location, extent, cause, combustible materials, and actions taken) and on-site fire-fighting resources.
8. Follow instructions provided by the Fire Chief and communicate the instructions to all staff.  Assist only if and as directed by the Fire Chief.
9. No employee may re-enter the building without approval of the fire department.
c) Employees will:

1. Leave the building by the nearest safe exit.  Go to the meeting area and report in for head count (Flag Pole at the Front Side of Plant 1.)
2. It is very important that all employees move well clear of the building as quickly as possible to ensure that Emergency Vehicles / Manpower are not hindered from entering the building to deal with the fire.
3. Under no circumstances should any employee leave the property unless approved by the Plant Manager.
4. No employee may re-enter the building without approval of the fire department.
E. Post – Fire Requirements:

· After a fire, it is important to restore production with a minimal delay.  However, there are a number of steps that must be completed, as well as notifications.

1. The site must be secured to prevent the fire from flaring up again. This includes appointing fire watchers and preventing access by unauthorized persons.

2. The after-effects of fire and extinguishing media must be addressed. It may be necessary to obtain help from fire remediation experts.

3. All alarm and prevention / control systems must be put back into operation without delay.

4. All firefighting water that is contaminated must be collected and disposed of legally.

5. Affected areas need to be thoroughly ventilated to the outside.

6. Disconnect the electricity supply at the affected site. Portable lights may be required.

7. Move transportable equipment to dry rooms. Cover fixed installations.

8. Electrical systems must be inspected by maintenance, prior to returning them to service.

9. Electronic equipment must be protected to prevent the ingress of contaminants.

10. Air conditioning systems and ducts must be cleaned out prior to putting back into service.

11. All dirt and soot must be collected, using dry methods, for correct disposal.  These wastes must be analyzed to determine whether they are hazardous.

12. A Food Safety assessment is to be completed by the HACCP Team as per section 10 of the procedure.[image: image4.jpg]



F. Chemical Spills:

a) The Environmental Protection Act requires the company to report any spills incident, to provide the Ministry of the Environment with all available information, stop the spill if possible and to remediate the damage created by the spill.
b) What is a spill?  Any abnormal discharge of a solid, liquid, gas or odor (or any combination) into land, air, storm sewer or water that is likely to cause an adverse effect.  There is no minimal quantity requirement and the discharge does not have to leave the property of Protein Plus, LLC. However, the incident is not a “spill” if it is contained and does not get into land, air or water. Where it is unclear whether the incident is a “spill”, it should be reported and treated as follows (refer to the Spill Report form):
1. Step One – Spill discovered by anyone:
a) Person must report spill immediately to his/her supervisor.

b) The person reporting the spill should provide the following information:

· Location of spill: Always state in or near which part of the building or department spill was observed.

· Type of spill: Oil, gasoline, chemicals, don’t know what it is.

2. Step Two – Supervisor:
a) Supervisor will inform the Plant Manager of the spill, its location and steps taken to contain and control spill.

3. Step Three – Plant Manager or designate will:

a) Attend scene to determine appropriate actions to be taken.

b) Determine if the “spill” is a reportable spill.

c) Will ensure that the Environmental Protection Agency is informed immediately if a reportable “spill” and follow instructions provided by the Environmental Protection Ag.

G. Nitrogen Leak:

a) Acute exposure to nitrogen must be considered an imminent danger situation.  The symptoms of severe exposure to exposure include violent coughing and difficulty breathing.  
b) In the event of a leak all employees will cease operations immediately and evacuate the building leaving the closest and safest route.
c) Evacuation meeting point may have to be altered based on environmental conditions. Once outside, move to the designated assembly area, report in with your immediate supervisor and await further instructions. 
d) Do not return to the building until informed that it safe to do so!
H. Gas Leaks/Suspicious Odors:

1) Step One – Person discovering Gas Leak/Suspicious Odor:
a) Will cease all operations immediately.
b) Leave the area and report concern to the supervisor or manager immediately.
c) DO NOT TURN ON ANY LIGHTING, MOTOR OR OTHER SWITCHES.
d) Follow instructions of the Maintenance Manager or designate. 
e) If instructed to evacuate the building do so by the nearest exit.
f) Once outside, move to the designated assembly area and await further instructions.
g) Do NOT re-enter the building unless instructed to do so.
2) Step Two – Maintenance or designate will:

a) Notify the Plant Manager/designate, immediately.
b) Follow the instructions of the Plant Manager.
c) If told to implement the Evacuation Procedures, will do so immediately and inform all employees to evacuate.
d) Leave the building by the safest route and travel to the meeting location, do a head count of his/her employees and report results to the Plant Manager.
3) Step Three – Plant Manager/designate will:
a) Implement the Emergency Evacuation Plan.
b) Ensure that local Emergency Services have been notified and follow instructions provided by them.
c) Ensure clear access for arrival of fire department or gas utility. Keep road and walkways clear for emergency vehicles.
d) Do a headcount. In the event that an employee is missing, inform the Fire Chief. Do not re-enter the building.
e) Inform the Fire Department (or Gas Utility) of any pertinent details of the gas leak (location, extent, cause, combustible material, actions taken).
f) Assist only if and as directed by Emergency Services.
I. Explosion:

1) Step One – at time of explosion:
· In the event of an explosion in a building all staff should take the following actions:

a) Immediately take cover under tables, desks or other such objects providing protection against flying glass or debris.

b) Evacuate the immediate area of the explosion.

c) Seek out and assist injured and disabled persons in evacuating the building. Exit via the nearest safe exit.

d) Once outside, move to the dumpsters east of building. Report in for head count.

e) Await further instructions. Do not return to building unless instructed by the Plant Manager or his designate.

f) Ensure clear access for arrival of fire department. Keep roadway and walkways clear for emergency vehicles.

2) Step Two – Plant Manager/designate will:

a) Ensure that the facility is evacuated.
b) Ensure that local Emergency Services have been notified.
c) Ensure clear access for arrival of fire department. Keep roadway and walkways clear for emergency vehicles.
d) Do a headcount. In the event that an employee is missing, inform the Fire Chief. Do not re-enter the building.
e) Inform the fire department of any pertinent details of the explosion (location, extent, cause, combustible flammable materials in the area of the explosion and actions taken).
f) Assist only if and as directed by Emergency Services.
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Severe Weather:

a) Tornadoes or "twisters" are violent windstorms characterized by a twisting funnel-shaped cloud which forms at the base of a cloud bank and extends towards the ground.  
b) In the event of an immediate oncoming tornado:

· All of Plant 1 employees are to gather under the Press Deck.  All Plant 2 employees are to gather in men’s changing room on the Ready-To-Eat Side (RTE Side).

**If caught outdoors, take shelter by lying flat in a ditch, excavation, or culvert.  Always move away from the tornado, perpendicular to its direction of advance.[image: image6.jpg]



K. Violent or Criminal Behavior:

a) If you observe a crime in progress or behavior which you suspect is criminal, notify police.
b) DO NOT APPROACH OR ATTEMPT TO APPREHEND THE PERSON(S) INVOLVED!
c) The following are recommendations for dealing with robbery/assault:
· Cooperate, giving the person exactly what they are asking for, nothing more.

· Try to notice distinguishing traits: clothing, race, height, weight, age, eye color, facial hair, or other identifying features such as scares, moles, etc.

· Pay attention to the type of weapon used if applicable.

· Listen carefully to their voice for distinguishing characteristics.

· Record what direction they go after the confrontation. If they use a vehicle, record the license plate number and make and model of the vehicle.

· Notify police after the person leaves. Stay on the telephone with the police dispatcher and provide additional information as changes in the situation occur, until the first police officer arrives at your location.

· Cooperate fully with the police investigation.
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Civil Disturbance:

a) Most demonstrations will be peaceful. Attempt to carry on business as normally as possible during a demonstration. Avoid provoking or obstructing the demonstrators.
b) Notify the Plant Manager and: 
1. Remain calm!
2. Stay in your work area. Continue to perform your work duties until instructed otherwise.
3. Do not leave the building or structure until instructed to do so.
4. If participants enter your work area:
a) Be courteous and do not provoke an incident.
b) Notify your supervisor member of the management team.

c) Avoid using the telephone unless there is an emergency.
d) Do not become a spectator. Leave or avoid the area to prevent injury or possible arrest.
e) Do not argue or debate with a participant.
f) Avoid all window areas.

g) Lock doors only if it does not jeopardize exiting in case of fire.
M. POST – EMERGENCY RESPONSE PROCEDURES – FOOD SAFETY:

a) Following any emergency where there may have been a Food Safety risk. A Food Safety assessment is to be completed by the HACCP Team to determine if ingredients, packaging, finished product, work in process are suitable to be used in the food stream.  
b) The Quality Assurance Manager/designate will oversee the food safety assessment. In the immediate situation, personnel are to follow the below listed steps:
1. Cease operations in the affected area and contact the QA Manager/designate and Plant Manager/designate.
2. Identify affected product, equipment, personnel or environment.

3. Obtain instructions from the QA Manager/designate with regards to material and product disposition, and cleanup of the area.

4. The QA Manager/designate will determine if raw material, packaging material or finished product or product contact surfaces have been contaminated or otherwise compromised according to the nature of the incident.

5. Known contaminated material and/or product will be clearly identified and separated from other material or product.

6. Suspect material and/or product will be placed on HOLD pending investigation and require release by the QA Manager/designate.
7. All affected surfaces are appropriately cleaned, sanitized and tested according to current cleaning procedures before operations are resumed. A pre-operational inspection will be completed by Production Supervisor to ensure the    line is clean and free of food safety hazards prior to starting up the equipment

8. Quality Assurance Manager/designate will contact appropriate internal personnel and regulatory officials as required.

9. Quality Assurance Manager/designate will determine if further action is required to ensure product safety is maintained.

10. If a recall is required, Quality Assurance Manager/designate will involve Plant Manager. The Plant Manager will initiate Recall Procedures as per Recall Program.
N. Epidemic and Pandemic

a. In the event of an epidemic or pandemic, the following protocols will be put in place to ensure that the spread of the virus does not infect other workers in the facility.
1. Each employee will have their temperature taken at the beginning of their shift.  If an employee has a fever >100.4 °F they will not be allowed to work that day.

2. Employees that must work within six foot of another employee must wear a mask while in the facility.

3. Each employee will be instructed to report any contact with other people that has been diagnosed with a disease or virus or is getting tested for a positive result.

4. Work stations and break areas will be set up to accommodate employees to have personal space greater than 6 feet apart.  When a six-foot distance cannot be achieved, the employees will be required to wear a mask during their work schedule. 

5. All visitors, sup-contractors and other outside personnel that request permission to enter the facility will be evaluated by the management team to determine if the purpose of the visit is business essential for the continuing production of products. Any activities that are not essential will be rescheduled for a later date when the epidemic / pandemic is over. 
5. Forms and Records
5.1. F-263-001 Activity Log

5.2. F-263-002 Recall Withdrawal Form
5.3. F-263-003 Finished Product / Raw and Packaging Material Recall

6. Attachments

6.1. A-261-001 Lot Number Code Explanation Chart
6.2. A-263-001 Product Trace/Recall Flow Chart

6.3. WPC-27-191 Pallet ID

7. Related Documents

7.1. F-305-001 Peanut Paste Tank Sheet

7.2. F-305-002 Press Production Record

7.3. F-315-001 Flour and Oil Production Sheet

7.4. F-320-001 Mixing Production Record

7.5. F-330-001 ICA Bagging System Daily Production Record

7.6. F-330-002 Re-packaging Line Production Record

7.7. F-330-003 Packaging Line Production Sheet

7.8. F-335-001 Pre-tote Production Sheet

7.9. F-335-002 Tote Production Sheet

7.10. F-335-003 Tote Shipping Label Sheet

7.11. F-345-001 Oil Packaging Production Sheet

7.12. F-720-001 Receiving Ticket

8. References

8.1. 2.5.5 Internal Audits and Inspections
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