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1. Company Policy


	Date:


(Company Name) was established in 1925 with the aim of preparing the freshest seafood for distribution and sale to retailers, hotels, and restaurants throughout the state.

This manual brings together all the documents relating to the operation of our quality system.   Food Safety and Quality are the keys to our past and future success.   

I with my fellow directors am fully committed to the principals outlined in this manual 

Signed :_____________________________________

Title:_________________________________________

Date:_____________________________

	(Company Name)

2. Key Staff & Responsibilities


	Date:



Key staff and their relationships should be indicated in a chart similar to above.

Examples of responsibilities are given below:

The manager has complete responsibility for all decisions, in particular those with respect to quality and safety. 

Supervisors are responsible for ensuring all staff are trained for the particular tasks being carried out and that the relevant procedures are being followed.   They are responsible for checking all documents and for determining action to be taken when any out of control limit situations arise.
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3. Process Flow Chart


	Date:


Process Flow - Purchase Processing & Distribution of Fresh Seafood

	Process Step
	Potential Hazards



	Purchase  & receival 

of fish
	Fish contaminated with chemicals, possibly wood, plastic etc.

Unsafe fish - caught in unsafe waters

Off fish - old/warm



	Filleting of fish

Shucking of oysters
	Contamination through handling; or from fish waste / oyster shells 

Bacteria growth from poor temperature control



	Packing of fish & Storage
	Contamination through handling;  raw fish contaminating ready to eat

Bacteria growth from poor temperature control at packing & storage; 

wrong/contaminated packaging



	Sale &Distribution to customers
	Same as above  + extra contamination from customers, dirty/smelly transport.




N.B. Risk category Low, Medium or High may be allocated depending on the chance of occurrence and the possible effect on the customer.

(This process flow is an example only of the format and the types of hazards to be considered.   Each business must identify the actual process used, the potential hazards and the risk.  Risk may differ between similar business depending upon a range of factors e.g if a separate room is used for storage and packing of ready to eat seafood the risk of cross contamination from raw may be Low)

	(Company Name)

4. Staff Training Procedure
	Date:


Typically this should include:

Induction – introduction to the company;

Protective clothing - provision and use ;

Personal Hygiene – list of requirements;

Safety in the workplace – basic rules

Administration – pay, problems, hours, sickness etc

Specific training instructions for various tasks* - 

* instructions do not have to be written where on the job training is by demonstration repetition and checking by the trainer.  Dot point reminders of key points may be useful.   A form for notification of the Food Safety Instructor in Victoria has been included.
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5. Cleaning and Maintenance Procedure


	Date:


Include key instructions for cleaning the overall premises and particular equipment.

Where available use the supplier’s data and safe handling recommendations.   The instructions can be used for staff training .

Prepare a master list of all equipment and services noting the frequency of cleaning and/or maintenance from which the cleaning rosters can be prepared.

Maintenance should also include calibration of temperature gauges and thermometers.   If thermometers are only used to check chill temps then a calibration in ice slurry may suffice.   If used to check hot foods then a high temperature check against a standard is also needed.

Cleaning Schedule

	Area / Item
	Who
	Frequency
	How
	Equipment

	Fish processing room
	Filleters
	End of day
	Remove non fish waste and place in bulk refuse container.

Remove fish waste and place in pet food bin.

Hose out area

Wash and scrub walls benches and floor Chemical solution.

Wash and scrub equipment with Chemical solution

Rinse with cold water

Air dry


	Hose

Broom

Scrubbing brush

Bucket

detergent/sanitiser

	Oyster shucking room
	Splitters
	End of day
	Remove oyster shells and place in bulk refuse container.

Hose out area

Wash and scrub walls benches and floor Chemical solution.

Wash and scrub equipment with Chemical solution

Rinse with cold water

Air dry


	Hose

Broom

Scrubbing brush

Bucket

detergent/sanitiser

	Chiller
	Filleters
	Every Monday
	Empty chiller

Hose out area

Wash and scrub walls and equipment and floor with Chemical solution.

Rinse with cold water

Air dry


	Hose

Broom

Scrubbing brush

Bucket

Chemical detergent/sanitiser

	Freezer
	
	Weekly
	Chip ice from entrance


	Chipper

	Storage
	
	Daily
	Tidy cartons and Polys

Sweep 


	Broom


	Office
	
	Daily
	Empty bins

Sweep


	Broom

	Delivery Vehicles
	
	Daily
	Internal Food Transport area

External 
	Hose

Broom

Scrubbing brush

Bucket

Chemical detergent/sanitiser


(Company Name)

Verification Schedule 


	Activity
	Description
	Frequency
	Responsibility
	Records

	The name of the activity
	A brief description of the activity.
	How often does it occur
	Who is responsible
	Name of Record

	Cleaning
	Monitoring checks of cleaning, receival, production, storage and delivery activities.

Micro testing of environment (Swabs)
	Daily

Six Monthly
	Food Safety Supervisor

Manager
	Weekly Site Activity Record

Analysis Records

	Final Product Assessment
	Visual assessment to ensure product specifications is met.

Sensory shelf life
	Continuously

Six Monthly
	Processors/Packers

Manager
	Weekly Site Activity Record

Sensory shelf life assessment record



	Calibration of Equipment
	Check accuracy of vehicle temperature gauge/coolrooms,

Scales
	Six Monthly

Six Monthly
	FSS

Manager
	Equipment Accuracy Record

	Quality System Audit
	Audits by 3rd Party auditors on behalf of customers and certification agencies
	Six Monthly
	Registration Authority
	External Audit File

	QA Program Review
	Review of documentation and operation activities to ensure they are still accurate
	Annually
	Manager
	Audit Reports

	Approved Supplier Review
	Review standards used to approve suppliers and then assess suppliers status
	Annually
	Manager
	Supplier Questionnaire

	Trial Traceability Recall Program
	Undertake a mock recall and trace of a product sold by the Company.
	Annually
	Manager
	Recall file



	Review Monitoring Records
	Meet with staff to establish that records are suitable and being filled out correctly.
	Annually
	Manager
	All Records
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6. Pest Control Procedure

	Date:


Seek advice from a reputable pest control operator and, if affordable, have them draw up a program where they provide and locate baits then check and replenish as necessary.

If you choose to do your own pest control ensure that:

· Staff are trained in handling baits;

· Observation of pest activity is included in the cleaning instruction/ records;

· Replenishment or replacement of baits is part of ‘maintenance’.

In this section, describe the chosen procedure and include copies of all safety and usage instructions.
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7. Personal Hygiene Standards
	Date:


These include instructions on when to wash hands, what protective clothing to wear, handling of seafood, reporting of illness, diarrhea etc.

Often these are prepared as reminder notices and attached next to a sink, on the back of the toilet door, or where the staff change for work.   Keep copies in this file.

Again once the standards are written down in a simple list, training becomes easier and there can be no misunderstanding.   Adherence to personal hygiene standards is a condition of employment.

	(Company Name)

8. Purchasing Procedure
	Date:


The purchasing of seafood and any other ingredients or materials that might affect food safety must be controlled.

Prepare a list of “Approved Suppliers” and the products purchased.   Keep a copy here and also in the front of the purchasing book, above the telephone or anywhere it might be useful.

For example:

	Supplier
	Rating
	Products

	ABC Seafoods
	A
	Fresh Fish

	DB Fisheries
	B
	Fresh Fish

	PC Distributors
	A
	Frozen Seafood

	XY Oysters
	A
	Oysters

	HL Salmon
	A
	Smoked Salmon


A = Preferred; B = Second Choice; C = Awaiting Approval 

Existing suppliers will be allocated A or B based on previous history, whereas new suppliers may be rated C until a number of defect-free deliveries have been received.   You may require supplier’s of ready to eat seafood to have an accredited food safety system in place.

Preferred Supplier Record

	Supplier Name
	Address
	Telephone
	Contact Name
	Registration Authority / Certification Body
	Date Approved
	Date  Reviewed
	Supplier Information request date

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	(Company Name)

9. Storage Procedure
	Date:


Briefly describe in dot point form the actions to be taken on receipt of goods and how to complete the Goods Receival Form C.

This includes stock rotation and separation in the chiller as well as temperature recording.   Again a check list may be useful which can also be displayed on the chiller door as a reminder.   Note checking the accuracy of thermometers and temperature gauges should be part of ‘Maintenance’

Product Receival Assessment

	Receival
	Product checks
	

	Date
	Time
	Suppliers Name
	Product Description
	Batch No
	UB/PD Date
	Quality
	Temp
	Signature
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10. Seafood Processing Procedure
	Date:


This next series of procedures is related to the particular process carried out by the business.   The hazard analysis table will describe briefly the food safety and hygiene controls and how these are monitored.   It may also, but not necessarily, include any quality controls.

A hazard analysis table could be expanded to cover all the information required by staff to ensure they know exactly what to do, or it could refer to the relevant procedure for more information.

In this example the processing procedure would be a list of instructions on how to prepare fish e.g which fish are descaled, which prepared skinless, what checks to carry out and where to record the results.   It forms the basis of a training check-list.

In a small business written procedures may not be necessary.   However, the onus is then on the owner/trainer to remember all the details and frequently check the trainee hasn’t forgotten an important detail.   A simple check-list can be used by both trainer and trainee.




	(Company Name)

11. Packaging Procedure
	Date:


Comments as for processing.

It is important for both safety and quality that there are strict controls on how the seafood is packed, particularly preventing cross contamination and maintaining temperature during distribution.

How is seafood packed and stored if not being delivered that day?

	(Company Name)

12. Distribution Procedure
	Date:


Similar comments as for the previous procedures.

What control does the business have over the distribution of products?   Are there instructions regarding what to do if the refrigeration fails; does the size of the load/number of deliveries influence how much ice should be packed with the fish?




	(Company Name)

13. Customer Complaint & Recall Procedures


	Date:


Whilst no business is keen to receive customer complaints they are an important indicator of both customer opinion of the business and the quality of the products.

Customer Complaint / Investigation Record

	Customer Name:

	Address:

	Telephone No.:
	Work:

	Date:
	Batch No:
	Invoice No.:

	Food Safety Complaint

Food Poisoning (



Foreign Object (

	What product was purchased? 
	Date:     /     /
	Time:

	Were others affected?



	What actions were taken by the business?



	Was local heath authority informed?

	Yes (
	No (
	If yes, when?

	Details of Investigation:




Where the issues are purely quality or service the action taken is entirely a business decision.   Where illness is suspected then there needs to be a procedure in place which involves:

· Notification to the Manager

· Identifying and separating any suspect stock

· Notification to the local health authority (if serious)

· Informing the supplier where appropriate

· Analytical Testing if necessary.

It is always difficult with a single complaint to be certain the seafood is the cause, but if two independent complaints relating to the same item are received then action should be taken.   The log is useful as the identity of the first customer is already recorded for follow up when the second complaint is received.

Recall of product should only take place with the involvement of the health authority.   A retailer is unlikely to have records of customers and may need to advertise the problem. 

More likely the business becomes part of a larger recall having been supplied with product subsequently found to be unsafe.   In these circumstances the receival and usage records may be vital to limiting the damage by identifying whether or not suspect product was received and when it was sold.   If product remains in store there must be a procedure for isolating and preventing its use.   Any returned stock must equally be held.

This stresses the importance of record keeping.  Records in this case must go both ways; in one direction you need to seek information from the supplier and forward information to local government or Primesafe if knowing you have released a ‘faulty’ product to the market.

The ability to carry out a recall is included in the legislation.   FSANAZ have published a” Food Recall Protocol “ to assist a business be prepared. Reference needs to be made to Food Standards codes.  Processors need to be aware of environmental contaminants and in specific processes such as canning, the presence of histamines.

(Company Name)

 Staff Training                                                  Form A 
Date of issue____________

	Staff    (
 Task  (
	
	
	
	
	
	

	Induction


	
	
	
	
	
	
	
	
	
	
	
	

	Protective Clothing


	
	
	
	
	
	
	
	
	
	
	
	

	Personal Hygiene


	
	
	
	
	
	
	
	
	
	
	
	

	Workplace Safety


	
	
	
	
	
	
	
	
	
	
	
	

	Administration


	
	
	
	
	
	
	
	
	
	
	
	

	Fish Receival/Storage


	
	
	
	
	
	
	
	
	
	
	
	

	Fish Packing


	
	
	
	
	
	
	
	
	
	
	
	

	Fish Filleting


	
	
	
	
	
	
	
	
	
	
	
	

	Oyster Shucking


	
	
	
	
	
	
	
	
	
	
	
	

	Cleaning Procedures


	
	
	
	
	
	
	
	
	
	
	
	

	Temperature Recording


	
	
	
	
	
	
	
	
	
	
	
	

	Pest & Waste Control


	
	
	
	
	
	
	
	
	
	
	
	

	Complaints / Recall


	
	
	
	
	
	
	
	
	
	
	
	

	

	Shade in left hand box to indicate training required, then date and sign when training completed. If training must be completed by a certain date, put this date in the shaded section as on the right..   A# =previous approved competency based training
	1/9
	2/8

js

	Comments:

Record any comments, suggestions for other training
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Cleaning Roster                            Form B      Date of issue _____________



	
	
	
	
	Week commencing   


	Task
	Staff(
	Mon
	Tues
	Wed
	Thurs 
	Fri
	Sat

	Filleting tables and sinks


	
	
	
	
	
	
	

	Floors
	
	
	
	
	
	
	

	Weighing and packing areas


	
	
	
	
	
	
	

	Utensils
	
	
	
	
	
	
	

	Chillers  Freezers
	
	
	
	
	
	
	

	Rubbish area
	
	
	
	
	
	
	

	Toilets


	
	
	
	
	
	
	

	    etc
	
	
	
	
	
	
	

	Monthly task

this week:

Grease traps
	
	
	
	
	
	
	

	Comments/Problems

___________________________________________________________________




Prepare weekly task list shading out jobs not required this week, and including any non-routine monthly or quarterly tasks.   Identify the staff responsible who also must sign on completion.   Allow room for recording any problems or suggestions.

	(Company Name)

Daily Goods Receival & Usage                                                    Form C     Date of issue ___________
Date Start ________________Date Finish _____________Page Number ______

	Date Recd


	Product
	Supplier
	Qty
	Temp
	Date Code
	Sign
	Date Processed
	Sign

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Chillers & Freezer

	Date
	Chiller 1

a.m.
	Chiller 1

 p.m.
	Chiller 2 a.m.
	Chiller 2 p.m.
	Freezer a.m.
	Freezer p.m.
	Sign / comments


(Company Name)

Food Safety Program Action & Audit Log 



Form D







Date of Issue____________

Record and briefly summarise any ‘out of control’ situations and corrective actions taken, any modifications resulting from review of the plan, audits etc.

Record dates of all audits both internal and external even if there were no resulting actions.

	Date
	Problem / Audit Finding
	Action Taken
	Date Actioned
	Sign

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 (Company Name)

Corrective/Preventative Action Report     Form  E

	Details of Non-compliance:






Date:

	

	

	

	

	

	

	

	

	Action Taken/Person Responsible:

	

	

	

	

	

	

	

	

	

	

	Follow-up details:

	

	

	

	

	

	

	

	Details of Compliance:

	

	

	
	Date:



(Company Name)

Weekly Activity Report




Form F

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	
	am
	pm
	am
	pm
	am
	pm
	am
	pm
	am
	pm
	am
	pm

	Hygiene & maintenance
	

	Oyster shucking room
	
	
	
	
	
	
	
	
	
	
	
	

	Filleting Room
	
	
	
	
	
	
	
	
	
	
	
	

	Packaging Room
	
	
	
	
	
	
	
	
	
	
	
	

	Coolroom & freezer
	
	
	
	
	
	
	
	
	
	
	
	

	Dry storage
	
	
	
	
	
	
	
	
	
	
	
	

	Pest Control
	
	
	
	
	
	
	
	
	
	
	
	

	Chemical storage
	
	
	
	
	
	
	
	
	
	
	
	

	Waste disposal & storage
	
	
	
	
	
	
	
	
	
	
	
	

	Personal Hygiene
	

	Dress code
	
	
	
	
	
	
	
	
	
	
	
	

	Accident & Illnesses reports
	
	
	
	
	
	
	
	
	
	
	
	

	Hand washing
	
	
	
	
	
	
	
	
	
	
	
	

	Aprons & equipment
	
	
	
	
	
	
	
	
	
	
	
	

	Processing
	

	Fish cut to order
	
	
	
	
	
	
	
	
	
	
	
	

	Traceability
	
	
	
	
	
	
	
	
	
	
	
	

	Temperature
	
	
	
	
	
	
	
	
	
	
	
	

	Receival
	

	Temperature
	
	
	
	
	
	
	
	
	
	
	
	

	Traceability
	
	
	
	
	
	
	
	
	
	
	
	

	Packaging
	

	Products to order / iced
	
	
	
	
	
	
	
	
	
	
	
	

	Traceability
	
	
	
	
	
	
	
	
	
	
	
	

	Storage
	

	FIFO / Labelling
	
	
	
	
	
	
	
	
	
	
	
	

	Products off the floor
	
	
	
	
	
	
	
	
	
	
	
	

	Dispatch
	

	Labelling 
	
	
	
	
	
	
	
	
	
	
	
	

	Van Hygiene
	
	
	
	
	
	
	
	
	
	
	
	

	Products to order
	
	
	
	
	
	
	
	
	
	
	
	

	Temperature
	
	
	
	
	
	
	
	
	
	
	
	

	Person responsible initial
	
	
	
	
	
	


	Have the activities been complied with  Yes ( √) or No ( () Maintenance (M)


	Non Compliance



Person responsible

	

	

	

	





	 CORRECTIVE ACTION REPORT


Person responsible

	

	

	

	


(Company Name)

Equipment Accuracy Test Schedule and Results



Form G

	Equipment
	Location
	Frequency
	Method
	Date of test
	Accuracy

	Probe thermometer
	FSS
	6 monthly
	Ice slurry
	
	

	Cool room 1
	Receival
	6 monthly
	As per procedure 
	
	

	Cool room 2
	Off processing room
	6 monthly
	
	
	

	Freezer 1
	Receival
	6 monthly
	
	
	

	Freezer 2
	Off processing room
	6 monthly
	
	
	

	Vehicle Reg No
	
	6 monthly
	
	
	

	Vehicle 
	
	6 monthly
	
	
	

	Scale 1
	
	12 monthly
	As per procedure 
	
	

	Scale 2
	
	12 monthly
	
	
	

	1kg weight
	
	12 monthly
	
	
	

	5kg weight 
	
	12 monthly
	
	
	

	10kg weight 
	
	12 monthly
	
	
	


(Company Name)

DAILY STORAGE TEMPERATURE MONITORING


Form H

	Date
	Chiller Temp

(<4ºC)
	Freezer Temp

(<18ºC)
	Sign
	Corrective Action

	
	AM
	PM
	AM
	PM
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Date ____/____/____

FSS Signature __________________________
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Hazard Analysis & Critical Control Point

(HACCP)
	Date:


This section should describe the process used to carry out the hazard analysis and should be similar to the seven principles.

1. List all potential hazards associated with each step, conduct analysis and control measures to control hazards

2. Determine critical control points (CCP)

3. Establish critical limits for each CCP

4. Establish a monitoring system for each CCP

5. Establish corrective action plans for CCP deviations that may occur

6. Establish verification procedures

7. Establish record keeping and documentation

The person responsible for the hazard analysis preparation should be identified.   This person must be able to meet the requirements of a Food Safety Instructor in the Primesafe Victoria legislation after considerable training.

In preparing this Food Safety Program the hazard analysis needs to be completed before the earlier procedures can be confirmed.   However since HACCP relies on a solid base of good hygiene and good manufacturing practice it is often easier to set up the hygiene, cleaning, handling, and other procedures first.   Next carry out the hazard analysis and then refine the procedures where necessary to take account of any additional hazards identified or controls that require tightening.

An important part of HACCP is the need to ensure that the system is reviewed at regular intervals and is automatically rechecked whenever there is a change to methods of operation.

An HACCP log might be prepared which identifies the next review date, the person responsible and the result.   Any changes should be noted at the time they occur together with the results of the re-check of the hazard analysis.

	Hazard Analysis Table        Purchase, Processing and Distribution of Fresh Seafood             Date of Issue ____________

( Note this table is an example only based on the example process flow.  Critical Control Points should be based on the assessed risk.)

	Step
	Hazards
	Control

Points
	Monitoring Procedure
	Target/

Tolerance
	Corrective Action

	1. Purchase & Receival of seafood
	Contamination

Deterioration

Unsafe fish
	Visual inspection

Temp

Goods Receival Records
	Purchaser inspects fish condition, ice levels on fish;  ensures fish properly identified and all shellfish control details complete
	Fish in sound condition, plenty of clean ice in clean bin. All fish traceable to source. All shellfish tags complete, including lease identification, depuration(if reqd)

Fish 0-4oC; oysters 3-10oC
	Rejects for purchase any fish/molluscs/shellfish not meeting the standards or not properly identified

	2. Filleting of fish

Shucking oysters
	Contamination

Deterioration

Drainage
	Visual

Time/temp

Process

Records
	Operators thoroughly wash fish/oysters in cool running water before preparing, checks filleting/shucking table clean before use.

Operator inspects fillets and oysters before passing removes all waste into waste bins washes fillets. Monitors time out of chilling
	All equipment sanitised before use; all water potable, less than 200C. Damaged, contaminated fish removed; final product meets company specifications for appearance. Fish/shellfish out of chill max 1 hr; temp below 10oC
	Damaged etc fish discarded, product not meeting specifications rejected for sale,

 any long standing fish sold for same day consumption.

	3. Packing & storage
	Contamination

Deterioration
	Visual

Time/temp

Packing

Records
	Packers select fillets, weigh (*) layer into lined cartons, label and store in chiller or pack in ice awaiting distribution. Shucked oysters are counted (*) into cartons with interleaves & returned to chill storage
	Only sound fillets & oysters packed;  chiller storage less than 50C for fish; ideal 2oC, all ice clean and made from potable water, fish/shellfish chilled immediately after packing
	Reject any defective fillets or oysters;  report any chiller malfunction & ice fish if necessary. Reject any fish contaminated during packing

	4. Sale to customers

(on site)
	Contamination

Deterioration
	Visual

Time/temp
	Staff monitors customers to ensure they do not contaminate or damage fish, & monitors time out of ice for any displayed fish
	Minimum handling, no eating, drinking, smoking. Fish re-iced target within 1 hr. max 2 hrs
	Reject any contaminated or long displayed fish

	5. Distribute to customers
	Contamination

Deterioration
	Visual

Temp

Dispatch

Records
	Supervisor checks transport vehicle condition & if not refrigerated checks sufficient ice on fish for length of journey
	Only enclosed, clean vehicles used. If no refrigeration extra bin of ice placed above fish to hold temperature (local del. only)
	Rejects unsuitable vehicle
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