Standard Operating Procedures: Records Retention & Review
[bookmark: h.7ff4hbgpazq1]Verification Procedures
[bookmark: h.akths3a7528c]Maintaining proper HACCP records is an essential part of the HACCP system. Records must be kept a minimum of 6 months, in an orderly fashion.
[bookmark: h.5rqvas7nt95r]Purpose: It serves as written documentation for potentially serious situations. It allows us to trace ingredients or narrow the scope of a recall, should problems arise, and it helps identify trends and correct them in a timely fashion – or before a problem develops. It also helps new members learn the HACCP system quickly and effectively.
[bookmark: h.elab54ucxp8f]Bi-annual review of all HACCP procedures will be held by the HACCP Team.
[bookmark: h.vd43fmrfvey2]1) Validation:
[bookmark: h.7yy8fistjg6d]Test that the processes in all portions of the HACCP plan are accurate and up to date and properly followed.
[bookmark: h.rq162jqjlil3]2) Verification:
[bookmark: h.pyiilhuqil18]Assure that all required information is written down and documented. This includes corrective action logs, CCP charts, and all monitoring logs.
[bookmark: h.lr5ekolhjrg4][bookmark: _GoBack]3) Reassessment:
[bookmark: h.ugahz0k220vj]Consider potential new hazards. Examine changes in the preparation, raw materials or raw ingredients, personnel, packaging of the finished product, or any other changes that could affect the risk factor control.  Notify Health Department of any changes in the HACCP plans.
[bookmark: h.xrw1uiitqrq]4) Year End:
[bookmark: h.jqznonfgnoua]Bi-annually, the Person in Charge will redistribute the HACCP Plan, Health & Safety Training Manual, logs, and hold a new training class.
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[bookmark: h.8ugf8kosgyeq][bookmark: h.9aguillyq29d]
