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PURPOSE AND SCOPE

When product is discovered to be out of specification and it either cannot be corrected immediately or the appropriate corrective action is not clear a “HOLD” tag or sticker will be placed on the product. This tag means that nothing further will be done to the product until a management decision has been made regarding corrective action. This procedure is intended to prevent out of spec product from being sent to our customers. If out of spec product is identified and held early in the production process there are more options available to deal with the deficiency.	

PROCEDURE

When out of spec product is suspected or identified or product is being held for laboratory testing the following steps should be taken
An “ON HOLD” sticker can be applied to the product by the person holding the product. This sticker will remain on the product until disposition has been determined by the Quality Assurance, HACCP personnel Supervisor or Trained Designee.

If product is being held using the “Hold Tag” the following procedure should be followed:

1. Complete the “Hold Tag” as completely as possible. Include all relevant information such as product name, date of hold, reason for hold, quantity, etc.

2. Place the “Hold Tag” to the product being held.

3. Inform the Quality Assurance, HACCP personnel, Supervisor or Trained Designee of the held product record on the Hold log.

4. The Quality Assurance, HACCP personnel Supervisor or Trained Designee will determine the disposition of the product based on the reason for the hold. A food safety assessment will be conducted.

5. The Quality Assurance, HACCP personnel Supervisor or Trained Designee will complete the released section of the Hold Tag.

6. Once disposition of the product has been determined the Quality Assurance, HACCP personnel, Supervisor or Trained Designee will remove the HOLD Tag, leaving the green RELEASE tag on the product.

7. The Quality Assurance, HACCP personnel Supervisor or Trained Designee are the only personnel authorized to remove the Hold Tag from the product.

8. When the product is to be used, the ‘RELEASE’ tag will be removed by the Quality Assurance, HACCP personnel, Supervisor or Trained Designee.  This tag will be returned to the person responsible for placing the product on hold.

9. The tags are to be reconciled and attached to appropriate paperwork.

Records
Hold log

[image: A logo with a check mark

AI-generated content may be incorrect.]Disclaimer: This template is for general use only and must be customized to meet your business’s regulatory requirements

image1.png




