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1. Company Policy


	Date:


An example company policy is given below.   A commitment to the supply of safe seafood through the setting up and maintenance of a Food Safety Program is essential

(Company Name) have been fishing the waters near Bountiful Bay for over 30 years.   Our commitment as always is to land the freshest and best handled fish on the coast.

This manual has been prepared to bring 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 skipper has complete responsibility for all decisions, in particular those with respect to quality and safety of the fish and safety of the crew and vessel. 

The Mate is responsible for ensuring all crew 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 determining action to be taken when any out of control limit situations arise.

	Company Name

3. Staff Training Procedure


	Date:


Typically this should include:

Induction – introduction to the business;

Protective clothing - provision and use ;

Personal Hygiene – list of requirements;

Safety in the workplace – basic rules

Administration – pay, problems, 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.


COMPANY NAME

CREW TRAINING

	Staff / 

Task
	     
	
	

	· Induction


	
	
	

	· Deck Rules


	
	
	

	· Personal Hygiene


	
	
	

	      ( Cleaning Procedures


	
	
	

	· Fishing Operations


	
	
	

	· Unloading Product


	
	
	

	· Preparing Brine / Slurry


	
	
	

	· Cooking Procedure


	
	
	

	· Processing and Grading


	
	
	

	      ( Fuelling Procedure


	
	
	

	· Icing Fish


	
	
	

	· Snap / Freezer Operations


	
	
	

	· Other


	
	
	

	· Other


	
	
	



COMPANY NAME

Additional Deck Rules of Vessel

· Work areas must be clean at all times

· No fuelling while processing or unloading

· No cleaning with chemicals while processing or unloading

· No glass allowed in processing area

· All rubbish to be stored in marked bins

· Other

· Acknowledgement


I……………………………………………….acknowledge that I have read and understood the above rules regarding personal health and hygiene and agree to abide by them.

Signed…………………………………………….Date……………………



	Company Name

4. Cleaning Schedules


	Date:


Include key instructions for cleaning the boat and particular equipment.

Where available use the chemical 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.

Cleaning and Sanitation Program

It is a requirement of FSANZ that there is a documented cleaning program.

Documentation for a cleaning program includes:

Introduction

· Material Safety Data Sheets (MSDS) for each cleaning product

· An approval for each chemical for use in a food processing facility

· A procedure for cleaning onboard

· A cleaning checklist


Cleaning Procedures

Cleaning using the following procedures is to be carried out:

· Cleaning prior to fishing

· Cleaning after shot

· At the end of fishing day

· On return to port

· Other

Cleaning prior to Fishing

· When reaching clean water, run deck hose for 2 minutes then rinse all utensils, bins, buckets, cooker, and swim tank

· Rinse and scrub if required, sorting tray and deck

· Double flush ice bin

· Inspect and re-clean if required

· Other

Cleaning after shot

At the end of sorting or prior to the next shot, crew are required to clean the following areas:

· Sorting tray and decks to be washed down and stubborn materials scrubbed off

· All utensils, buckets, bins, baskets used during processing to be hosed thoroughly

· Cooker is to be rinsed and refilled prior to being used

· Swim tank is to be rinsed and refilled between swimming and cooling prawns

· Rubbish is removed to prevent build up

· Other

Cleaning at end of Day

· Lift nets out of water, remove any animal, plant or foreign material, inspect for condition and repair if required, then hang to dry

· Hose and scrub tray, swim tank and cooker

· Scrub buckets, baskets, knives, steels, sorting bats and other utensils

· Spray food contact area with sanitiser from spray bottle and leave for 15 minutes

· Rinse equipment and deck

· Return sanitiser to storage area

· Remove rubbish

· Other

On Return to Port

Preparation

· Unload product prior to cleaning – Unload procedure

· Ensure product out of processing area

· Clean and rack nets and boards

· Hose tray and scrub

· Remove all rubbish from deck

· Dismantle equipment to be cleaned

· Empty out ice box

· Thaw freezer/ snap

· Other

Cleaning

· Hose decks, bins, ice box, cooker, swim tank and utensils with fresh water

· Using detergent, dilute according to manufacturer’s instructions as on MSDS

· Using detergent scrub all equipment and processing areas including sorting tray, ice bins, freezer, snap, filleting benches, cookers and swim tank

· Leave detergent for 10 minutes then rinse

· Inspect to ensure all is clean

· Using sanitiser from spray bottle, spray all food contact area and leave for 10 minutes and allow to dry

· Rinse sanitiser off

· Squidgee out freezer, snap and leave doors slightly open

· Other

Soaking

· Fill swim tank with water and add sanitiser according to instructions

· Soak bags, sorting bats, buckets etc. over weekend, rinse thoroughly using potable water prior to leaving port on next trip

· Other

Galley, wheelhouse and forecastle
· Galley to be cleaned, dishes washed, tea towels laundered

· Wheelhouse to be vacuumed, windows washed

· Forecaslte to be cleaned

· Under deck storage areas to be inspected and cleaned

· Laundry to be removed and washed

· Other

Checklist

· A cleaning checklist must be completed at the end of a fishing trip

· Completed checklist must be filed in the wheelhouse

· The checklist must be signed off

· Other


COMPANY NAME

MONITORING OF TEMPERATURE PROBES

Responsibility

It is the responsibility of the Skipper to ensure this procedure is followed

Procedure

1. Fill a container with ice

2. Pour fresh water on to ice to form thick slurry and stir

3. Place temperature probe in and wait until temperature is stable

4. Adjust is able or record difference on probe

5. Record date of check and error if un-calibrated in table below / skipper’s log


Frequency when fishing


· Hand held thermometers – Monthly




· RSW gauges – Monthly





· Freezer gauge – Monthly



      (     Chiller gauges – Monthly


	Date
	Probe
	Error
	Person

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Company Name

5. Pest Control Procedure

	Date:


Depending on the size and nature of the vessel, pest control may be limited to preventing contamination from seabirds.

it is important to recognise the food safety risks from pests, particularly if fish are dismembered on board, and any specific instructions should be included here.

If baits are used, include copies of all safety and usage instructions.

ANIMAL & PEST CONTROL PROGRAM

Animal Control

· No domestic animals are aboard the vessel at any time.

Pest Control Program

	(  Skipper
	(  Owner
	(  Crew


Procedure


The following areas are to be sprayed by 
every



Months with food safe approved surface spray

	(  Forecastle
	(  Galley
	(  Engine Room

	(  All under Deck areas
	(  Other
	


Pest control dates and chemical are recorded in the

	(  Table below
	(  Skippers Log


Pest sightings and Evidence of pests

· Traps will be set if rats or mice are sighted

· Additional pest control will be done if cockroaches are sighted

	Date
	Person doing service
	Product used
	Areas treated

	
	
	
	

	
	
	
	

	
	
	
	





	Company Name

6. 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 crew are likely to see them.   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.

Personal Health and Hygiene

· Crew are required to bathe daily

· Eating and smoking is not permitted whilst processing or unloading

· Clean clothes must be worn daily or appropriate PPE to cover dirty clothes

· Crew are required to wash their hands before processing, unloading and after eating or going to the toilet

· Hair is to be covered with a beanie or hat.  Long hair is to be tied back

· Aprons, gloves must be worn when processing

· Cuts and sores are to be covered in a waterproof wrap.  Gloves must be worn whilst processing

· No jewellery is to be worn while processing

· No going to the toilet during winching

· If you have symptoms of concern please advise the skipper.  Additional PPE may be required to be worn

	Company Name

7. Trawling Procedure
	Date:


Generally there are few food safety hazards associated with the catching of fish.   However this assumes catching in approved locations free from known contamination.   

A statement committing the company to adhering to fishing regulations and rejecting any ‘unsafe’ fish may be appropriate.   Perhaps refer also to adherence to the “Code of Conduct for a Responsible Seafood Industry”.

Whilst trawl times may not impact on fish safety, they may have a big impact on quality.   Any specific instructions should be included here.

INSPECTION CHECKLIST

This form is to filled out at:

· the end of the fishing trip

· prior to leaving port

· prior to the beginning of the season

· Date:

	(  Area
	( Checked (signature)
	( Corrective Action

	Equipment Cleaned
	
	

	
	
	

	(  Cooker
	
	

	(  Cooker Baskets
	
	

	(  Swim Tank
	
	

	(  Lug Baskets
	
	

	(  Holding Bags
	
	

	(  Paddles
	
	

	(  Nets
	
	

	(  Ice Box
	
	

	(  Buckets
	
	

	(  Knives
	
	

	(  Temperature probe
	
	

	(  Steels
	
	

	(  Filleting Boards
	
	

	(
	
	

	(
	
	

	(
	
	

	(
	
	


	Areas Cleaned
	
	

	(  Sorting Tray
	
	

	(  Decks
	
	

	(  Wheelhouse
	
	

	(  Gunwales
	
	

	(  Forecastle / bedroom
	
	

	(  Galley
	
	

	(  Icebox
	
	

	(  Freezer
	
	

	(  Snap
	
	

	(  RSW / Ice Bin
	
	

	
	
	

	
	
	

	PPE
	
	

	(  Aprons
	
	

	(  Gloves
	
	

	(  Gum Boots
	
	

	(  Linen
	
	

	
	
	

	
	
	


Comments:

Person  Responsible:

Signed:


COMPANY NAME

OPERATIONAL CHECKLIST

Instructions:  every six months or at the start of the season the following categories are surveyed and inspected.  Categories which do not PASS, require corrective action prior to leaving port.

Vessel Construction and condition

	Category
	Inclusions
	Pass /

Fail
	Corrective Action Required

	Ice Box
	Waterproof

No crevices / cracks / damage

No flaking paint
	
	

	Sorting Tray
	Waterproof

No crevices / cracks / damage

No flaking paint
	
	

	Ceiling and / or overhead

structures
	No crevices / cracks

No flaking paint / rust

No condensation
	
	

	Lighting


	Sufficient light

Lights covered
	
	

	Deck


	General condition good

No rust, flaking paint


	
	

	Under deck Areas


	General condition good

No litter

No waste or refuse present
	
	

	Hand washing facility / toilet


	Toilet tissue available

Hand washing facilities available
	
	

	Other


	
	
	

	Other


	
	
	



Equipment condition

	Category
	Inclusions
	Pass /

Fail
	Corrective Action Required

	Cooker
	No cracks, cleaned, operational

Gas bottles filled and ready
	
	

	Swim Tank


	Waterproof,

No crevices / cracks / damage

No flaking paint
	
	

	Utensils

Sorting Boards

Buckets

Knives

Bags
	Cleaned

Stored correctly

In good order
	
	

	Bins

Tubs

Lug baskets
	Cleaned

Stored correctly

In good order
	
	

	Nets


	Cleaned

Stored correctly

In good order
	
	

	Other


	
	
	

	Other


	
	
	



Operational  Requirements

	Category
	Inclusions
	Pass /

Fail
	Corrective Actions Required

	Cleaning and Sanitation


	Cleaning procedure is current

Cleaning procedure is adhered to

Post cleaning inspections conducted by crew

All cleaning personnel trained


	
	

	Waste Disposal
	Waste bins cleaned

Waste bins water tight

Waste bins identified

Waste procedure is current and followed
	
	

	Pest Control
	Pest control program current

Pest control program adhered to


	
	

	Calibration

Temperature probes

Scales
	Calibration procedures are current

Calibration records are current

Temperature probes operating and calibrated
	
	

	Hazardous substances

(chemicals)
	All hazardous substances stored separately, outside of processing area

All substances labeled

All substances have MSD sheets available
	
	

	Other


	
	
	



Employee Practices

	Category
	Inclusions
	Pass /

Fail
	Corrective Actions Required

	Training
	Staff have undergone Induction training

Staff are familiar with SOP’s

Staff are trained in the use of PPE
	
	

	Sickness
	There is an injury register

Are staff covering wounds etc?

Are staff working with illnesses and disease?


	
	

	PPE
	Have all crew got PPE?

Gloves

Aprons

Wet weather gear

Boots

Is PPE in good order?
	
	


Record Keeping

	Category
	Inclusions
	Pass /

Fail
	Corrective Action Required

	Unload /

Calibration /

Processing and

Hygiene forms
	Are forms being used?

Is the log being filled out?

Have forms been audited and signed?
	
	

	Food Safety Plan
	Has FS plan been audited?

Is FS plan being followed?


	
	





	Company Name

8.On board Handling & Storage Procedure


	Date:


This procedure will directly relate to the hazard analysis and incorporate any of the resulting requirements.

Briefly describe in dot point form the actions to be taken on landing of fish and how to complete the fish catch record     Form C.

This includes stock separation and identification as well as the use of ice etc.

If fish are headed/gilled/gutted, include comments on waste disposal and fish cleaning after preparation.


FLOW DIAGRAM OF OPERATIONS



















COMPANY NAME

STANDARD OPERATING PROCEDURES

SORTING, GRADING,WASHING & SWIMMING PRODUCT

Responsibility     

Procedure

Deck preparation prior to landing Catch

· Ensure sorting tray and all equipment has been thoroughly cleaned and inspected

· Ensure deck is free of any items that may contaminate catch

· Check brine / slurry temperature to ensure it is < 1 degree C

· Others

Sorting and Grading

· Check trays for any foreign items that may have contaminated the catch

· Visually inspect product during sorting.  Discard any product that has ulcers, disease, parasitic infestations, or appears to have been stuck in nets from previous shots

· Separate product into species and grades

· Separate product with loose head, soft or broken

· Others

Washing

· Stack 2 lug baskets, fill top basket with a maximum of 2 buckets of prawns

· Wash product using deck hose, gently shake basket during washing to ensure all mud, sand or weed is removed

· All product not being cooked are to be bagged in holding bags and placed in separate brine

· Others

Swimming product – product to be cooked

· Product to be cooked is placed into the swim tank with running seawater until cooking occurs

· Ensure grades remain separate

· Prawns are held for maximum of 2 hours in swim tank then cooked or removed to ice slurry

· Others


COMPANY NAME

STANDARD OPERATING PROCEDURE FOR COOKING PRODUCT


Responsibility   

Procedure

Pre- cooking procedure

· Check cooker for cleanliness

· Replace water after every second cook

· Cooker to be filled with clean seawater or potable water (add 80 litres of potable water and 2.5kg of salt to cooker)

· Do not cook if trawling in dirty water

· Place product into raw product brine until entering clean water

· Cook water must be vigourously boiling before placing in product

· Cook baskets are to be filled with graded prawns to a maximum of two buckets (12kg)

· Cook baskets ate to be filled with graded crabs to a maximum of 40 crabs

· Other

Cooking procedure

Prawns

· Place prawns into cooker and continuously stir using stirrer

· Cook until cooker is again vigourously boiling and prawns are floating  (about 30 seconds)

· Remove from cooker and check larger prawns are cooked; (meat in tail should be just pulling away from shell)

· Other


Crabs

· Place crabs into cooker and continually agitate basket

· Cook until is again vigourously boiling then time as below

· Size………………….minutes

· Size………………….minutes

· Turn down cooker after…………minute to simmer

· Other

Cooling procedure – Prawns

· Check swim tank has been cleaned and washed

· Place cooked prawns into swim tank and wash with clean water to remove protein scum

· Peel large prawn to ensure it is cooked through.  If not cooked, inform Skipper

· Time in cooling tank not to exceed…………minutes

· Place cooled prawns into clean holding bags over lug basket to catch prawns that miss the bag

· Prawns dropped on to deck should be thoroughly washed before bagging

· Do not overfill holding bags as cooling time will be increased

· Submerge bags in slurry, agitate for 30 seconds to allow cold water to penetrate product

· Check slurry temperature is below 1 degree C

· Check and record in Skipper’s log the temperature of prawns from previous cook to ensure product temperature is below 4 degrees C

· Add additional ice if required

· Other


Cooling Procedure – Crabs

· Check cooling tank has been cleaned and washed

· Fill with cold water and add………….salt

· Place cooked crabs into tank

· Time in cooling tank not to exceed……………minutes

· Remove crabs, wash and scrub with clean water to remove protein scum

· Pack crabs into bin, claws down and cover with ice and 2 handfulls of salt

· Place in chiller

Never store cooked product in the same brine as raw product

Packing

· Always pack cooked product prior to raw product

· Ensure processing area is cleaned prior to packing cooked product

· Check packaging for signs of contamination – mud, chemicals, pest faeces, waste.  Discard any contaminated packaging

· Visually inspect product during packaging.  Discard any product that has ulcers, disease, parasitic infestation or has been broken from being in the nets since last shot

· Other

Never pack cooked and raw product togther


COMPANY NAME

STANDARD OPERATING PROCEDURE – PROCESSING


Responsibility  

Procedure – Dismembering

· Place on PPE

· Dismembering must be done within 2 hours of capture. If unable product is to be slurried whole and dismembered when time permits

· Dismembering




Remove fins




Remove head and flaps

Remove gut placing offal in bin to be discarded as soon as possible

Clean cavity and blood line

remove 

Remove tail

Wash

Place fish in ice slurry

· When processing fish from brine, process quickly and return to brine asap

· Other

Procedure – Trimming

· Trim 2.5 cm around bites and exposed flesh

· Trimming must be done prior to placing fish into ice slurry to prevent potential cross contamination to other product

· If product is unable to be trimmed, it is to be placed into a separate bin and chilled until time permits trimming operation

· Other


Procedure – Filleting

· Hose down processing room

· Inspect equipment and area

· Place on PPE

· Remove fish from brine as required

· Slab and skin fish

· Place fillets into iced seawater and wash

· Remove fillets from draining trays and allow to drain for 2 minutes

· Place fillets into trays with lids for fresh sales

· Place fillets into bags / trays / cartons and load snap ensuring that bags / trays / cartons are evenly spaced to allow rapid freezing

· Monitor freezer temperature

· Other


COMPANY NAME

STANDARD OPERATING PROCEDURES

SLURRY MANUFACTURE AND MAINTENANCE


Responsibility  

Preparation

· Brine is to be prepared one hour prior to receiving cooked product to ensure it has reached 0 degrees C

· Brine is made only when the vessel has reached clean water

· Prior to filling tanks, double flush with clean water to remove any trace of cleaning chemicals

· Inspect tanks for damage

· Place in 4 lug baskets of ice and 8 buckets of salt water

· Add one cup of salt

· Add 5 ml of Aquaplus

· Other

Maintenance

· Check temperature of brine before placing in product; if temperature is above 1 degree C, add more ice and an additional cup of salt

· As more product is added, place in addition ice, water and salt to the ratio of 1 lug basket of ice to 1 bucket of water to one quarter cup of salt.  If brine is watery, do not add the water.

Icing Product

· Check esky for cleanliness

· Check fish temperature is below 4 degrees C before pulling from slurry

· Add 50mm of ice to base 

· Stack fish belly down in a single layer

· Cover with 50mm of ice and repeat each layer

· Place lid on esky

· Other


COMPANY NAME

STANDARD OPERATING PROCEDURES – KEEPING IT COOL

Brine Manufacture and Maintenance


Responsibility   

Preparation

· Brine is to be prepared 2 hours prior to receiving cooked product to ensure it has reached 1 degree C

· Brine is to made only when vessel has reached clean water

· Prior to filling tanks double flush with clean water to remove any trace of cleaning materials

· Inspect tanks for damage

· Half fill brine to second coil

· Turn on refrigeration

· After 1 hour fill to fourth coil

· Other

Maintenance

· Check temperature of brine before placing in product; if temperature is above 1 degree C, add ice

· If turning refrigeration off to prevent icing brine, temperature must be checked every cook to ensure temperature is below 1 degree C.  Temperature check is taken in center of brine, not next to coil.


COMPANY NAME

STANDARD OPERATING PROCEDURES

SNAP AND FREEZER OPERATION


Responsibility  

Preparation prior to fishing

· Inspect snap and freezer room for cleanliness

· Snap to undergo short defrost daily and full defrost weekly

· Start refrigeration and check operation

· Monitor temperature to ensure working

· Other

Loading Snap

· Turn off fans

· Load snap from lowest row then work up

· Load cartons picture down

· Ensure sufficient air space for air flow around each carton

· Close snap

· Turn on fans and inspect for leaks

· Monitor temperature and record daily in Skipper’s log

· Other

Unloading Snap

· Turn off fans

· Probe carton to ensure temperature is below – 18 degrees C

· Record temperature  

· Unload cartons into freezer

· Pack freezer

· Other

Freezer Maintenance

· Check freezer is below – 18 degrees C and record  

· Check product from previous day is frozen

· Other

	Company Name

9. Unload and Distribution Procedure


	Date:


Depending upon how the regulations are finally written this may be the point at which the food safety requirements start.

Regardless of the above, obtaining the best price and ensuring the effort on board is not negated by poor handling and distribution practices makes good sense.

Describe any rules at unload e.g re-icing, quality checks, recording of product weights and where dispatched.

Include any standards for transport vehicles.

STANDARD OPERATING PROCEDURES – UNLOADING PRODUCT

Responsibility  
Deckhand

Procedure

· Ensure decks are clean and clear of waste

· Ensure all unload equipment is washed

Unloading

· Do not unload until wharf personnel are ready to accept product and have ice or ice slurries available


(
Take 3 temperatures of cooked product before unload

· Take care not to contaminate product by ensuring that bags / bins or product are not placed / dragged on / across deck

· Unload cooked product first to avoid cross contamination with raw product

· Do not take on fuel or use cleaning chemicals until all products have been unloaded


Documentation

· Take 3 temperatures of cooked product just prior to unload and record in Skipper’s log / unload documentation

· Make sure all unload documentation is completed – including product unloaded, temperatures and purchaser to ensure traceability should a recall be necessary

	
COMPANY NAME

Fish Catch & Distribution Record                                                        Date of issue ___________
Date Start ________________Date Finish _____________Page Number ______

	 Date


	Time  Landed
	Species
	Qty
	Iced

( orX
	Sign
	Date Unload

Dispatch
	Customer
	Sign

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Dispatch  & Transport details

	Date
	Truck no.
	Truck Temp
	Truck Condition
	Fish 

Temp
	Re-iced.

( or x
	Qty sent.
	Sign / comments

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


COMPANY NAME

PRODUCT TRACEABILITY PROCEDURE

Introduction

The following procedure allows product traceability after leaving our vessel.  This is conducted in case a product recall is required.

Procedure


The following information is recorded on the unload docket /   

· Date of unload

· Temperature of product at sale

· Buyers name and contact details

· Product and quantity

· Date of Catch

· Where caught


The docket is filed in the office at all times /  

Recall

In a case where product must be recalled, as it may be harmful to a consumer the Product recall co-ordinator at FSANZ will be notified for assistance

Product Co-ordinator contact details – 

PO Box 7186

Canberra Mail Centre, ACT, 2610.

Tel:
02 – 62712610    Fax
02  - 62712278




	
Company Name

10. 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 comments good or bad should be recorded, even by fishing boats, and it is good sense to prepare a customer comment book with columns:

Date
Product/Code
Comment
Customer Details
Action Taken

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.  

Most likely the company becomes part of a larger recall having supplied product subsequently found to be unsafe.   In these circumstances the catch and dispatch records may be vital to limiting the damage by identifying when it was sold and to whom. 

The ability to carry out a recall is included in the legislation.   FSANZ have published a ” Food Recall Protocol “ to assist a business be prepared. 


COMPANY NAME

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 involved?
	Date:     /     /
	Time:

	Food Quality/Customer Service Complaint



	Describe the actions your company took:



	Details of Investigation:



	Report completed by:


	Date:    /    /

Time:







	(Company Name)

11. 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 extensive 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.

In the wildcatch sector considerations here need to include contaminated water, environmental issues, fish species being targetted, time at sea before catch is landed, etc.

COMPANY NAME -  HACCP PLAN

	Processing Step
	Hazard
	Control Measures
	Critical Factor
	Critical Limits
	Other Details


	
	
	
	
	
	Monitor By
	

	
	
	
	
	
	Frequency
	

	
	
	
	
	
	Monitor Method
	

	
	
	
	
	
	Documentation
	

	
	
	
	
	
	Corrective Action
	

	
	
	
	
	
	Verification Method
	

	
	
	
	
	
	Monitor By
	

	
	
	
	
	
	Frequency
	

	
	
	
	
	
	Monitor Method
	

	
	
	
	
	
	Documentation
	

	
	
	
	
	
	Corrective Action
	

	
	
	
	
	
	Verification Method
	

	
	
	
	
	
	Monitor By
	

	
	
	
	
	
	Frequency
	

	
	
	
	
	
	Monitor Method
	

	
	
	
	
	
	Documentation
	

	
	
	
	
	
	Corrective Action
	

	
	
	
	
	
	Verification Method
	


COMPANY NAME
Hazard Analysis Table – Trawl to Distribution of Fresh Fish 

	Step
	Hazards
	Control

Points
	Monitoring Procedure
	Target/

Tolerance
	Corrective Action

	1. Trawl
	Contamination of fish in water

Deterioration of fish
	Location of trawl

Trawl time
	Skipper ensures trawl carried out in approved zone & monitors trawl time
	Trawl only in approved zone.

No dead fish floating in area

Trawl time max 2 hrs (?)
	Cease trawl. Hold or dump any fish caught in wrong place.   Inspect all fish after long trawl.

	2. Land/Sort
	Unsafe fish

Contamination

Deterioration
	Visual Sorting

Time
	Crew sorts fish immediately on landing; monitoring time and visually checking
	All by catch or unacceptable fish (eg large shark) returned to sea, sort completed within 1/2 hr
	Fish shaded if sort extended

	3. Gut/wash
	Contamination
	Visual Gutting method
	Crew guts & cleans using plenty of clean sea water, checks guts separated from fish
	No adhering gut, fresh clean fish; meets quality standard?
	Regut/clean as required

	4. 

Box weigh & ice
	Contamination

Deterioration
	Visual

Ice quality & method
	Crew immediately fills clean bin with fish to set weight(*), layers with plenty of ice flakes and on top
	No delay after gutting before icing sufficient ice to cool fish & retain for storage.   Ice made from potable water, flakes not chunks
	Identify and Hold for assessment any long standing fish or insufficiently iced bins

	5. Store & return (#)
	Deterioration

Contamination
	Time Trip schedule 

Visual


	Crew loads bins in hold marked with catch & date
	Fish landed within 5 days of catch;  boxes well iced, not stacked on each other
	 Over 5 day fish inspected on arrival for suitability, contaminated ice rejected.

	6. Unload, re-ice, load transport
	Contamination
	Visual

Ice quality & method
	Crew unloads fish & re-ices before loading truck. Skipper checks all tickets attached
	Ensures no contamination & only potable ice used
	Reject any contaminated. Re ticket if necessary



	7. Distribute
	Deterioration

Contamination
	Time/temp

Visual
	Supervisor checks truck condition refrigeration operating before loading
	Clean, enclosed truck, refrig. operating between 0oC-4oC
	Wash & sanitise if not suitable; Reject truck if temp exceeded, 


(*) Note: Weight control is not a safety or hygiene issue, but is a critical cost control

(#)  Will not apply to day boats.
COMPANY NAME

HACCP PLAN
	Vessel Name


	

	Owner / Operator Address


	

	HACCP Plan


	

	Product Description


	

	Method of Storage and Distribution


	

	Intended use and Consumer


	



Issue Date
Review Number 1
Next Review Date


Reviewed by
Position
Signed/Date


Approved by
Position
Signed/Date

Comments

COMPANY NAME

 Crew Training                                              
	Staff    (
 Task  (
	
	
	
	
	
	

	Induction


	
	
	
	
	
	
	
	
	
	
	
	

	Protective Clothing


	
	
	
	
	
	
	
	
	
	
	
	

	Personal Hygiene


	
	
	
	
	
	
	
	
	
	
	
	

	Onboard Safety


	
	
	
	
	
	
	
	
	
	
	
	

	Administration


	
	
	
	
	
	
	
	
	
	
	
	

	Trawling


	
	
	
	
	
	
	
	
	
	
	
	

	Landing & Sorting


	
	
	
	
	
	
	
	
	
	
	
	

	Preparation & Storage


	
	
	
	
	
	
	
	
	
	
	
	

	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.
	
	

	Comments:

Record any comments, suggestions for other training







	COMPANY NAME

Cleaning Roster                            


	
	
	
	
	Week commencing   


	Task


	Crew(
	Mon
	Tues
	Wed
	Thurs 
	Fri
	Sat

	Decks


	
	
	
	
	
	
	

	Fish Bins
	
	
	
	
	
	
	

	Sorting Tables etc
	
	
	
	
	
	
	

	Toilet / wash basin
	
	
	
	
	
	
	

	Hold
	
	
	
	
	
	
	

	    etc
	
	
	
	
	
	
	

	Monthly task

this week:

--------
	
	
	
	
	
	
	

	Comments/Problems

___________________________________________________________________




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

COMPANY NAME

Process Flow Chart                                      Form D Issue Date_____________

Process Flow - Catching & Distributing Fresh Fish (Gutted)
	Step
	Potential Hazard

	
	

	Deploy net and trawl
	Fishing in contaminated waters.   Impact of length of trawl on fish - dead, stressed, unsafe fish 

	(
	

	Land and sort
	Contamination from by-catch.   Spoilage from too long sort in sun;  damage on landing

	(
	

	Gut and wash


	Contamination from gut; contaminated sea water or insufficient hose pressure to clean

	(
	

	Box and ice
	Contaminated fish box and/or ice.   Damage (crushing);  deterioration - insufficient ice or not iced quickly enough

	(
	

	Store and return to port
	Deterioration - too long/too little ice.   Contamination - dirty boxes stacked on each other.   

Damage - crushed fish in bottom box

	(
	

	Unload, re-ice and load transport
	Contamination during transfer;  contaminated ice.   

Contamination from vehicle

	(
	

	Distribute to customer or market
	Deterioration - insufficient ice for journey.   Vehicle not refrigerated.   Contamination - open vehicle, tarpaulins, etc.


(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 operations depending upon a range of factors e.g amount of processing on board.

Capture (prawns, Scallops etc)





Chilled Slurry





Unload vessel





Process





Storage procedure





Distribution procedure









