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PURPOSE AND SCOPE

The purpose of this procedure is to provide the guidelines necessary to maintain the Approved Suppliers / Products List.  This procedure applies for all Meat and Non-Meat Suppliers, Incoming Packaging Materials, Construction Materials, Food Contact Packaging Materials and Non-food Chemical Products. Products that do not directly come into contact with or affect product safety (e.g. Health and Safety Supplies, Office Supplies, etc.) are not included in this procedure. 

FREQUENCY

The Approved Suppliers / Products List will be reviewed whenever a new supplier is used or at least once per year by the HACCP Coordinator and/or designate.

PROCEDURE

NEW SUPPLIERS

In the event that the Purchaser would like to purchase from a new supplier, the Purchaser must contact the HACCP Coordinator /designee via email or verbally to ensure that they meet the required criteria. The designee is responsible for requesting from the supplier any required information or documentation. This information must include:

For the meat suppliers 
Letter of guarantee from all the suppliers dated and signed ; yearly renewed clearly identifying the microbial requirements of the purchaser and their preventative controls include: Sanitation and Pest Control Program, Foreign Material Control Program, Preventative Maintenance Program, Technical and GMP Training Program, and Recall and Traceability Program.

Other requested documentation may include:

· Product Specifications
· Shipping and Storage Instructions
· Certificates of Analysis (for meat products destined for ground production)

. 
Construction Materials, Food Contact Packaging Materials and Non-Food Chemical Products

Depending on the type of material or chemical being used and their potential hazards/risks, there are a series of options that should be considered. These options, elaborated in the table below, include:
1. Continue to use products which were previously included in the Reference Listing of Accepted Construction Materials, Packaging Materials and Non-food Chemical Products, provided:
· the product continues to be used for the intended and previously accepted use(s) (formulation, label directions, etc.), and
· the manufacturer continues to support the product for this use.
2. Have on file a Letter of Acceptance (LOA) previously provided by the CFIA;
3. Have on file a Letter of No Objection (LONO) from Health Canada for the product used. Note that Health Canada will continue to assess packaging materials and non-food chemicals (not construction materials) on a voluntary basis if requested by industry; and/or
4. Have on file a Letter of Guarantee (LOG) from the supplier of the product or material.

· The Purchaser will ensure that any construction materials, incoming Packaging Materials and Non-Food Chemical Products ordered are on the Approved Suppliers/Products List. 

· In the event that the Purchaser would like to purchase a new material, the Purchaser must contact the HACCP Coordinator via email or verbally to ensure that they meet the above mentioned criteria. The HACCP Coordinator is responsible for requesting from the supplier any required letters or documentation. 


Spices, Breading, Marinades Suppliers

· Spices, breading and marinades must be purchased from suppliers on the Approved Suppliers/Products List.  Suppliers are approved by the required information below.

· In the event that the Purchaser would like to purchase from a new supplier, the Purchaser or HACCP Coordinator may request the following information from the supplier:

1) Recall/Product traceability contact information, general contact information.

2) Product Specification Sheets detailing the ingredients (including any allergens or potential allergens associated with the product), chemical and nutritional properties, and microbiological properties as required by CFIA. 

3) The Supplier’s allergen control plan. 

4) Certificates of Analysis for each shipment.

5) Any ingredient substitutions, formulation changes or changes in manufacturing processes must be brought to the attention of HACCP Coordinator immediately.  

6) Glass/plastics or foreign material detection policies.


This information must be given to the HACCP Coordinator so the Approved Suppliers List may be updated. 


Fruits, Vegetables Suppliers

· Fruits and vegetables must be purchased from suppliers on the Approved Suppliers/Products List.  Suppliers are approved by the required information below.

· In the event that the Purchaser would like to purchase from a new supplier, the Purchaser or HACCP Coordinator may request the following information from the supplier:

1) Recall/Product traceability contact information, general contact information.

2) Product Specification Sheets detailing the ingredients (including any allergens or potential allergens associated with the product), chemical and nutritional properties, and microbiological properties.

3) The Supplier’s allergen control plan, if applicable. 

4) Pesticide free products.

5) Any ingredient substitutions, formulation changes or changes in manufacturing processes must be brought to the attention of HACCP Coordinator immediately. 

6) Glass/plastics or foreign material detection policies.  


This information must be given to the HACCP Coordinator so the Approved Suppliers List may be updated. 

Dairy Products Suppliers

· Cheese products must be purchased from suppliers on the Approved Suppliers/Products List.  Suppliers are approved by the required information below.

· In the event that the Purchaser would like to purchase from a new supplier, the Purchaser or HACCP Coordinator may request the following information from the supplier:

1) Recall/Product traceability contact information, general contact information.

2) Product Specification Sheets detailing the ingredients (including any allergens or potential allergens associated with the product), chemical and nutritional properties, and microbiological properties as required by CFIA. 

3) The Supplier’s allergen control plan. 

4) Any ingredient substitutions, formulation changes or changes in manufacturing processes must be brought to the attention of the HACCP Coordinator immediately. 

5) Glass/plastics or foreign material detection policies.


This information must be given to the HACCP Coordinator so the Approved Suppliers List may be updated. 



DEVIATION PROCEDURES

If a Letter of Guarantee has been requested and not received with 10 working days of the initial request, the HACCP Coordinator is responsible for contacting the supplier and re-requesting the Letter of Guarantee. 

If the Supplier does not respond to the subsequent request with an additional 10 working days the HACCP Coordinator will remove them from the Approved Suppliers List and inform the Purchaser and the Shipper/Receiver of the removal. 

Upon receipt of the Letter of Guarantee the Approved Suppliers List will be updated and signed and dated by the HACCP Coordinator and the Purchaser and the Shipper/Receiver will be given the updated list. 

If during the review the HACCP Coordinator finds suppliers or products that are not on the Approved Suppliers List, the HACCP Coordinator will conduct an investigation.  The corrective actions taken will be determined during the investigation. This may include re-training of the Purchaser, re-training of the shipper/receivers, removing the product from the establishment, etc. 
If deviations are encountered, an assessment is made by the HACCP Coordinator, as to whether food safety has been compromised. If food safety has been compromised the product is held, tested and subsequently released, reworked or destroyed and recorded on Nonconformance Report Form. The HACCP Coordinator records the description of the deviation, the corrective action and the date of completion on Nonconformance Report Form. If required, the cause of the problem and the action plan to prevent reoccurrence is also recorded on Nonconformance Report Form/ Deviation record.
For all deviations, a Food Safety Assessment will be performed in accordance with the Food Safety Assessment Procedure which includes an assessment for preventative measures.

MONITORING PROCEDURE
Once a year the Manager of Q.A. & Regulatory Affairs observes the HACCP Coordinator to ensure that tasks are performed in accordance with the written procedures and any corrective actions taken are appropriate and all documentation is complete and accurate.
The Manager of Q.A. & Regulatory Affairs will sign off on the Approved Suppliers List of the date of on site as verification of site inspection.
Yearly approved supplier list will be validated, any discrepancies will be noted in the deviation record/ Nonconformance report form.
If deviations are encountered, an assessment is made by the HACCP Coordinator, as to whether food safety has been compromised.  If food safety has been compromised the product is held, tested and subsequently released, reworked or destroyed and recorded on Nonconformance Report Form. The HACCP Coordinator records the description of the deviation, the corrective action, the target date and the actual date of completion on Nonconformance Report Form. If required, the cause of the problem and the action plan and the target date and the actual date of completion to prevent reoccurrence is also recorded on Nonconformance Report Form. 
For all deviations, a Food Safety Assessment will be performed in accordance with the Food Safety Assessment Procedure which includes an assessment for preventative measures.

RECORDS

Approved Suppliers / Products List


Disclaimer: This template is for general use only and must be customized to meet your business’s regulatory requirements
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