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PURPOSE AND SCOPE

This procedure provides the purchasing procedure for all raw materials, ingredients, sauces/marinades, food contact materials, construction materials and chemicals used in the facility.

Those that purchase supplies that do not directly or indirectly affect the quality, or the safety of the products are not covered by this procedure. Suppliers of these products may be added to the Approved Suppliers List based on product costs or availability.  


RESPONSIBILITY

It is the responsibility of the persons purchasing to ensure that they follow the procedure as outlined below. 

Purchasers include but are not limited to the following persons: Maintenance Personnel, Purchasing, Supervisors, Plant Operations Manager.

PROCEDURE

All persons responsible for purchasing raw materials, spices, food contact packaging materials and construction materials are provided with a list of approved suppliers/products. 

The following are specific requirements when purchasing:

A.	Raw Meat Materials 

Incoming raw meat materials must be purchased from licensed meat plants, CFIA federally registered establishments or approved importers. These suppliers are listed on the Approved Suppliers/Products List.

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

For Beef/Veal Suppliers/ Lamb suppliers 
Letters of Guarantee - must include information on their HACCP Status, interventions for controlling E.Coli 0157:H7, SRM  and BGP’s, beef under 30 months, use of non-ambulatory disabled cattle.  USDA exporting requirements include: Salmonella testing as per Annex U and pre-shipment review as per Annex Q and Generic E. coli testing.

For Pork, Chicken, Rabbit Suppliers
Letters of Guarantee – must include information on HACCP Status

In the event that the HACCP Coordinator is unavailable to give Supplier Approval for non beef or veal suppliers the Purchaser can refer to the following web site to ensure that the supplier meets our requirements:  

For all suppliers the Purchaser must ensure that the new Supplier submits a Letter of Guarantee prior to product arriving at your facility. 

After verifying that the supplier or product is approved the person purchasing may contact the supplier.
For any suppliers with specific claims, they must provide proper documentation to support that claim.  For example, if an approved supplier produces Organic products, they must provide an Organic Certificate.
 
B. Construction Materials, Packaging Materials and Non-Food Chemical Products

Construction materials, food contact packaging materials and non-food chemical products must on the “Reference Listing of Accepted Construction Materials, Packaging Materials and Non-Food Chemical Products” as issued by CFIA or have a Letter of No Objection from CFIA. The Approved Suppliers/Products List has been developed using the Reference Listing as a resource. 

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 or chemical, 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. 


Temporary approval will be granted to the incoming food contact packaging materials and/or non-food chemical. 

After verifying that the supplier or product is on the Approved Suppliers/Products List or is in the CFIA’s “Reference Listing of Accepted Construction Materials, Packaging Materials and Non-Food Chemical Products”, the person purchasing may contact the supplier. 

The HACCP Coordinator is responsible for updating the Approved Suppliers/Products List as needed, as per the Approved Suppliers List SOP.


C. Spices, Breading, Marinades

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 must request the following information from the supplier:

· Recall/Product traceability contact information, general contact information.

· 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. 

· The Supplier’s allergen control plan. 

· Certificates of Analysis for each shipment.

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

· Glass/plastics or foreign material detection policies.


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


D.	Fruits, Vegetables

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 must request the following information from the supplier:

· Recall/Product traceability contact information, general contact information.

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

· The Supplier’s allergen control plan, if applicable. 

· Pesticide free products.

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

· Glass/plastics or foreign material detection policies.  


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


E.	Dairy Products

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 must request the following information from the supplier:

· Recall/Product traceability contact information, general contact information.

· 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. 

· The Supplier’s allergen control plan. 

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


· 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 supplier does not submit a Letter of Guarantee, they will not be added to the Approved Supplier list and the Purchaser will not order from that supplier. 

If any raw meat, spices, breading, or marinade arrives at our establishment and the supplying establishment is not of the Approved Supplier List, the Shipper/Receiver will place the product on hold or leave the product on the carrier and notify the HACCP Coordinator, Plant Operations Manager and/or Supervisor immediately.  An investigation will be performed by the HACCP Coordinator, Plant Operations Manager and/or Supervisor and the product may not be released/unloaded until a Letter of Guarantee has been received and is on file and signed and dated.  If a Letter of Guarantee is not received, the product will be rejected.

If any construction materials, packaging materials and non-food chemical products, are received and they are not on the Approved Suppliers/Products List the Shipper/Receiver will immediately place the product on hold and contact the HACCP Coordinator or the Plant Operations Manager. 

The HACCP Coordinator, Plant Operations Manager are responsible for determining the disposition of the product and the corrective and preventative measures to be taken. This could include returning the product, re-training the purchaser, etc.

For equipment purchasing please refer to the Equipment Review SOP 


RECORDS

Letters of Guarantee

Approved Suppliers/Products List

Product Specification Sheets
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