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	  Standard Operating Procedures
	SOP No. QM 106

	PERSONNEL HYGIENE & PRACTICES
	DATE OF ISSUE: 

	
	SUPERSEDES: New





OBJECTIVE:  
This procedure outlines the requirements for personnel hygiene and practices at the [Enter Company’s Name] food manufacturing facility. Good Manufacturing Practices (GMP) are required by law and form the foundational programs of the food safety system. Employees entering food processing and storage areas must follow GMPs to maintain a sanitary environment for food operations.   
      

PURPOSE:  
The purpose of this procedure is:

· To ensure that employees who suffer from infectious diseases or are otherwise healthy but carry an infectious disease are assigned to job functions where food safety will not be compromised.
· To ensure that employees with exposed cuts, sores and lesions do not come in contact with food, primary packaging and food contact surfaces. 
· To ensure that good hand-washing practices are followed.
· To ensure that food handlers’ behavior and practices are conducive to food safety.
· To ensure that employees, visitors and contractors wear protective clothing when working or touring food processing and storage areas.

SCOPE:    
This procedure applies to all employees, visitors and contractors at the [Enter Company’s name] facility. 

Training: 
 
All employees and contractors who work in food storage and handling areas receive training on this procedure. This SOP is included in the Employee Training Handbook and forms part of the annual food safety refresher training. Visitors to the facility review the GMP policy upon entering the premises and sign the visitor log.  


RESPONSIBILITY 

The SQF Practitioner is responsible for establishing a strong food safety culture within the organization and monitors the adherence to personnel hygiene and practices. This position is also responsible for ensuring that all employees and contractors receive training on hygiene and good manufacturing practices. Formal training is provided at the start of employment and on an annual basis thereafter (Refer to QM 030 Training procedure). 

The SQF Practitioner and Human Resources Manager (or designate) oversee and schedule the training of new employees. They ensure that employees receive training prior to starting work. See New Employee Orientation Checklist (See FM 118). 

The Human Resources Manager or designate maintains all employee training records. See Employee Training Records Register (See FM 006).   


PROCEDURE

EMPLOYEE HYGIENE REQUIREMENTS

COMMUNICABLE DISEASES / FIRST AID

· The following infectious illnesses are of public health importance and must be reported as they can be transmitted from people to people through food: Shigella, Shiga toxin producing E. coli; Noroviruses and Hepatitis A, Salmonella enterica subsp. Enterica. Entameaba histolytica is also considered an infectious illness in the state of California.  
· Employees who are experiencing a gastrointestinal illness, fever, coughing/sneezing, jaundice, skin infections are forbidden from entering the production facility.  Employees must inform their supervisor or the SQF Practitioner and seek medical treatment.

· Employees suffering from cuts, wounds or lesions that may result in pathogenic contamination of food and packaging (ex: Staphylococcus Aureus) are expected to use colored and metal detectable bandages or other GMP-approved coverings. Disposable gloves must be worn over the bandage and must be kept clean. 

· Reported illnesses and first aid treatment will be documented on FM 117 Health and Safety, Food Security, First Aid logbook. 

CONTROL OF BODILY FLUID SPILLS

· In the event of an emergency involving blood and other bodily fluid spills, cleaning kits will be readily accessible by trained employees. Food products which are found to be contaminated with bodily fluids will be immediately quarantined (See QM 018 Non-conforming product) and destroyed. Food contact and non-food contact surfaces (See QM 018 Non-Conforming Equipment) will be cordoned off with exposed tools and utensils removed from circulation and fully cleaned, disinfected and inspected prior to re-use. 

· Employees who have been in contact with bodily fluids are required to dispose of soiled PPEs using the provided bodily fluid clean up kits and wash their hands immediately. All contaminated materials must be collected in a bio-hazard bag for proper disposal. Employees suffering from exposure to bloodborne pathogens must seek medical attention.  

· The SQF practitioner and area managers ensure that all affected areas including handling and processing areas have been adequately cleaned and that all materials and products have been quarantined and disposed of. An entry will be made in FM 117 Health and Safety, Food Security, First Aid logbook. 

HYGIENE AND EMPLOYEE PRACTICES 

· The company will undertake a risk assessment to identify food safety risks pertaining to the current clothing and hair policy. The results of the risk assessment will be documented on FM 023 Risk Assessment Template. 
· Employees are required to enter processing areas through designated access doors equipped with PPE supplies and handwash stations. 

· All doors are to be kept closed. Doors shall not be open for extended periods when access is required for waste removal or receiving of product/ingredient/packaging.

· All employees working in the facility are expected to maintain good body hygiene and wear garments and personal protective equipment (PPE) that are kept clean and in good condition. Employees should avoid using strong fragrances as scents may cause sensitivities/allergies and disturb food sensory evaluation activities. The following requirements will be observed in production and storage areas: 

· Clean uniforms including lab coats must be worn in areas of exposed product or package. Protective clothing must be removed when taking a break and using the washroom. Protecting clothing, footwear and other personal protective equipment (PPEs) must be stored in designated storage areas (ex: personal lockers) 
· Protective hair coverings and beard coverings must be worn in exposed product areas including during re-packing activities.    
· Disposable aprons and sleeves must be replaced during each break.
· Food handlers are required to wear gloves. Gloves must be replaced at regular intervals to prevent cross-contamination and allergen cross-contact.
· Open toe shoes are not permitted in the plant. Where required, safety shoes or hard toe overshoes may be worn.    

· Proper hand washing reduces health risks. Fingernails must be clean and trimmed. 
As per the SQF code, all personnel shall have clean hands, and hands shall be washed by all staff, contractors, and visitors:
· On entering food handling or processing areas
· After each visit to a toilet
· After using a handkerchief
· After smoking, eating, or drinking; and
· After handling wash down hoses, cleaning materials, dropped product, or contaminated material. 
· Accessories of adornment such as pins, hair accessories (other than elastic bands) or “jewel” encrusted clothing and hats are not permitted in the plant.   
· Fake eye lashes, fake nails and the use of nail polish are not allowed.
· Jewelry including watches and piercings are not permitted in the facility except for medical alert bracelets and necklaces which must be appropriately covered. Plain wedding bands w/o stone are allowed. Stop- watches and other inspection or maintenance tools that are worn below the belt are permitted.  

· Employee’s lockers must be kept sanitary. Food and drinks are not to be stored in lockers. They must be stored in lunchroom fridges which must be kept sanitary.  

· Where the facility is considered a nut-free environment, employees, visitors and contractors do not bring in any food containing peanuts or nuts. For sites that are not considered nut-free, staff are permitted to consume nut allergens during breaks. They are instructed to wash their hands thoroughly after a lunch break and must clean or dispose of food containers adequately in order to prevent the risk of allergen cross-contact. All production employees are trained on the Allergen Control Procedure (QM 029).  

· Personal items are not to be brought to the production facility and must be kept in lockers. Where required, warm garments will be stored in approved storage areas on the production floor.  

· Glass and ceramics such as coffee mugs are not permitted in the facility. Furthermore, eating and drinking is forbidden in processing and storage areas, with the exception of water which must be stored in a clean and clear container.     

· Employees must pay attention to not contaminate food and packaging when sneezing or coughing. When coughing or sneezing, it is recommended to use a tissue or raise your arm up to your face and aim for your sleeve. Throw away tissues as soon as you use them. Replace lab coat after a break if required.  


· Packaging, product, and ingredients shall be kept in appropriate GMP-approved containers as required and off the floor. Containers may be color-coded. 

· All wash down and compressed air hoses shall be stored on hose racks after use and not left on the floor.

· A brush and pail policy is in place for all housekeeping and cleaning/sanitation activities. The policy differentiates tools such as utility pails, waste containers, inedible food containers and tools (ex: brushes and pails) used for cleaning of food contact and non-food contact surfaces.   

· Materials and products that touch the floor or any other contaminated area are to be discarded in appropriate waste receptacles. Specific containers are properly identified for glass and inedible waste as well as dry/wet non-food waste (See Brush and Pail Policy). Waste shall be removed from the processing and storage area on a regular basis and not left to accumulate.
· The use of loose fasteners such as tape, staples, thumb tacks, elastic bands is not allowed in the areas of exposed product or package since they are considered “physical hazards”. If they must be used (ex: cable ties), they are metal detectable and regularly inspected. 

HIGH RISK AREAS (where applicable)

· Employees working in high-risk food processing zones (“Clean rooms”, enclosed packaging areas for RTE foods which have been subject to a “kill step”) are specifically dedicated to that function. Entrances to these areas are equipped with protective clothing and handwashing and sanitizing stations that distinguish them from other areas in the facility. A high standard of personal hygiene is maintained in these areas to protect food from recontamination. Color coding of lab coats and other PPEs may be implemented in high-risk zones. [Describe activities in the high-risk processing area if it applies to your facility].

· Ambient air in high-risk areas are tested annually to confirm that it does not pose a risk to food safety. 

· Staff entering high-risk areas are authorized to do so and required to change into clean clothing and footwear or temporary protective outerwear. Distinctive protective clothing is readily available at the entrance to the high-risk areas to promote a high standard of personal hygiene and to prevent product contamination.

· Product transfer points such as corridors and hallways leading to high-risk areas are suitable and designed to promote a high degree of food safety protection.

PEST CONTROL AWARENESS

· Employees receive pest control awareness training. Employees who come in contact with rodenticide must report the incident to the SQF practitioner or pest control service provider. Bait stations and rodenticide must be handled with PPEs (gloves) and should not be brought in the facility. They should be disposed of in designated waste receptacles located outside the plant. Employees who have handled toxic bait must remove gloves and wash their hands immediately. Training must address the purpose of indoor traps and insect lights. 

· Facility doors and windows must be kept secure to prevent entry of pest and contaminants and to ensure food security. Screened doors or windows are in good repair and functional.   

EMPLOYEE CONDUCT

· Spitting, chewing gum or tobacco, consuming cough drops is not permitted in food handling and storage areas. 

· Horse play, foul play and intentional adulteration of food are prohibited. Employees must report suspicious activities that may compromise food safety and health to their supervisor.  

· Employees are also encouraged to report signs of product tampering such as damaged seals on food packages, forced entry, equipment and property damage to their supervisor. 

VISITORS, CONTRACTORS AND DRIVERS 

· Building access is controlled and secure. Visitors, contractors and drivers must report to the reception desk or the Shipping/Receiving office where they are required to sign the  Visitor Log (FM 116). 

· When signing in, visitors and contractors agree to follow GMP requirements by removing jewelry, wearing appropriate protective clothing, using tools or materials that may not pose a food safety risk (no mercury-in-glass thermometers, no unprotected glass tools, chemicals and construction materials are approved). A copy of this policy is available at reception and at the shipping/receiving office.   

· Visitors must be escorted throughout the facility and must travel along designated walkways. Contractors must notify their facility contact that they will be working in the facility as per contract/work agreement. 

TRAFFIC PATTERNS AND OTHER REQUIREMENTS

· The design of the facility and process flow prevent product contamination (See HACCP Plan Plant Schematic and Process Flow diagram). The plant schematic identifies the flows of raw and finished products, employee traffic and the movement of packaging material and waste. Cross-contamination risks are addressed in the food safety plan and controlled. Where required, high-risk food handling areas located after a “kill step” may be physically separated from food processing areas to restrict entry of personnel and raw/in-process materials into the packaging. This is especially critical when packaging ready-to-eat foods.   

· Where applicable, sanitation tools and garbage receptacles are color-coded to prevent cross-contamination. 

· Maintenance personnel must return their tools to storage after servicing equipment and making repairs. All product contact surfaces are cleaned and sanitized by trained sanitation personnel prior to production start-up. A pre-operational inspection (See FM 112 Pre-Operational Inspection Report) is conducted to ensure that food contact surfaces, processing areas and staff amenities/sanitary facilities are free of debris and clean prior to the commencement of production.    

· Sanitation activities must be conducted in such a way that cleaning does not cross contaminate equipment and food contact surfaces (ex: use of compressed air, water). For instance, clean tarpaulins or protective sheeting are used to cover equipment when vacuuming elevated platforms or cleaning light fixtures. Refer to specific Sanitation Standard Operating Procedures.  

DEVIATIONS:

· Deviations from the Good Manufacturing Requirements are documented on the Pre-Operational Inspection Report (FM 112) and Premises and Building Inspection Checklist (FM 106).

· If a food safety situation is observed where food product has or may have been compromised, the SQF Practitioner or designate places the product on hold following the Non-Conforming Product Procedure (QM 018). An investigation is conducted following the Corrective Action/Preventive Action Procedure (QM 022).    

· If GMP re-training is required, the SQF Practitioner or designate arranges for employees or contractors to be retrained. The effectiveness of training is verified.    

RECORDS
· Personnel hygiene and practices records are kept on file for a minimum of 2 years (FDA requirement) and stored in a secure area in the facility. 

CORRECTIVE ACTIONS 

· Employees who do not comply with GMPs are immediately re-trained. Training is verified to be effective by the SQF practitioner or a trained designate. Training records are entered in FM 006 Employee Training Records Register. 
· Deliberate violations of the GMP warrant disciplinary action.   

VERIFICATION AND VALIDATION

· The SQF practitioner and HR manager verify the effectiveness of training by administering a GMP exam (test is administered in English and other dominant language, where applicable) and by reviewing Pre-Operational Inspection Records (See FM 112) and the Premises and Building Exterior Inspection Checklists (FM 106). 

· Internal audits (See QM 022) are conducted once yearly to verify that the personnel requirements are met. Employees are interviewed, and employee practices observed during the audits. Audit findings are reviewed during the management review. 

REFERENCE DOCUMENTS
This document complies with the requirements of SQF Code, Food Manufacturing Section 11.3 and 11.4.  

FM 022 Training Records 
FM 006 Employee Training Record Register
FM 116 Visitor Log
FM 117 Health and Safety, Food Security, First Aid logbook
FM 118 New Employee Orientation Checklist
FM 112 Pre-Operational Inspection Records
FM 106 Premises and Building Exterior Inspection Checklist
FM 023 Risk Assessment (Clothing and Hair Policy)
Job description and training requirements 
GMP Exam/Quiz 
FM 012 Internal audit report



Revision Record:

	Date Revised
	Version #
	Revised by
	Reason for revision

	 
	Initial
	
	Initial document

	
	
	
	



	DEVELOPED BY: 

	Date

Signature:

	APPROVED BY:   
	Date:

Signature:




cGMP (US FDA regulations) - http://www.fda.gov/Food/GuidanceRegulation/FSMA/ucm334115.htm




2 | Page

image1.png
ANA- Sirocco

VA' food + wine
CONSUITING






   


 


 


 


 


Page 


1


 


of 


2


 


  


Standard Operating Procedures


 


SOP No. 


QM 10


6


 


PERSONNEL 


HYGIENE & PRACTICES


 


DATE OF ISSUE: 


 


SUPERSEDES: New


 


 


 


1


 


| 


Page


 


 


 


 


OBJECTIVE


:  


 


This procedure outlines the requirements for personnel hygiene and practices at the [Enter 


Company’s Name] food manufacturing facility.


 


Good Manufacturing Practices (GMP) are 


required by law and form the foundational programs of the food safety system. Employees 


entering food processing


 


and storage


 


areas must follow GMPs to maintain a sanitary 


environment for food operations.


   


 


      


 


 


PURPOSE


:  


 


The purpose of this procedure is:


 


 


·


 


To ensure that employees who suffer from infectious diseases or are otherwise healthy 


but carry an infectious disease are assigned to job functions where food safety will not be 


compromised.


 


·


 


To ensure that employees with exposed cuts, sores and lesions do not come in contact 


with food, primary packaging and food contact 


surfaces.


 


 


·


 


To ensure that good hand


-


washing practices are 


followed.


 


·


 


To ensure that food handler


s


’


 


behavior and practices are 


conducive to food 


safety.


 


·


 


To ensure that employees, visitors and contractors wear protective clothing


 


when 


working or touring food 


processing


 


and storage


 


areas.


 


 


SCOPE:    


 


This procedure applies to all employees, visitors


 


and contractors at the [Enter Company’s name] 


facility. 


 


 


Training: 


 


 


 


All employees and contractors who work in food storage and handling areas receive training on 


this procedure


.


 


This SOP is included in the Employee Training Handbook and forms part of the 




       

  Page  1   of  2  

   Standard Operating Procedures  SOP No.  QM 10 6  

PERSONNEL  HYGIENE & PRACTICES  DATE OF ISSUE:   

SUPERSEDES: New  

    1   |  Page    

 

  OBJECTIVE :     This procedure outlines the requirements for personnel hygiene and practices at the [Enter  Company’s Name] food manufacturing facility.   Good Manufacturing Practices (GMP) are  required by law and form the foundational programs of the food safety system. Employees  entering food processing   and storage   areas must follow GMPs to maintain a sanitary  environment for food operations.                  PURPOSE :     The purpose of this procedure is:        To ensure that employees who suffer from infectious diseases or are otherwise healthy  but carry an infectious disease are assigned to job functions where food safety will not be  compromised.      To ensure that employees with exposed cuts, sores and lesions do not come in contact  with food, primary packaging and food contact  surfaces.        To ensure that good hand - washing practices are  followed.      To ensure that food handler s ’   behavior and practices are  conducive to food  safety.      To ensure that employees, visitors and contractors wear protective clothing   when  working or touring food  processing   and storage   areas.     SCOPE:       This procedure applies to all employees, visitors   and contractors at the [Enter Company’s name]  facility.      Training:        All employees and contractors who work in food storage and handling areas receive training on  this procedure .   This SOP is included in the Employee Training Handbook and forms part of the 

