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Worksheets
12 – Hazard Analysis And Critical Control Points (HACCP)


12 – Worksheets

Example worksheets
Worksheet 12-1: Product description

	Process category: Slaughter
Product: Beef

	1. Common name
	Beef, beef variety meats

	2. How is it to be used?
	Carcasses; variety meats

	3. Type of package
	Carcasses – none; variety meats – 50 pound boxes

	4. Shelf life and at what temperature
	7 days at 40 °F/4 °C

	5. Where will it be sold?


Consumers


Intended use
	Wholesale to distributors only

	6. Labelling instructions
	Keep refrigerated

	7. Is special distribution control needed?
	Keep refrigerated


Worksheet 12-2: Process flow diagram

Process category: Raw product, ground
Product: Fresh pork sausage
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Worksheet 12-3: Checklist of questions

Hazard analysis process

This point in the hazard analysis consists of asking a series of questions that are appropriate to each step in the flow diagram. The hazard analysis should question the effect of a variety of factors on the safety of the food. 

1. Ingredients

Does the food contain any sensitive ingredient that is likely to present microbiological (e.g. Salmonella. Staphylococcus aureus), chemical (e.g., aflatoxin, antibiotic or pesticide residues) or physical hazards (stones, glass, bone, metal)? 

2. Intrinsic factors of food

List the physical characteristics and composition (e.g., pH, type of acids, fermentable carbohydrates, water quality, preservatives) of the food during and after preparation which can cause or prevent a hazard. 

Which intrinsic factors of the food must be controlled in order to ensure food safety? 

Does the food permit survival or multiplication of pathogens and/or toxin formation before or during preparation? 

Will the food permit survival or multiplication of pathogens and/or toxin formation during subsequent steps of preparation storage, or consumer possession? 

Are there other similar products in the market? What has been the safety record for these products? 

3. Procedures used for preparation/processing

Does the preparation procedure or process include a controllable step that destroys pathogens or their toxins? Consider both vegetative cells and spores. 

Is the product subject to recontamination between the preparation step (e.g., cooking) and packaging? 

4. Microbial content of the food

Is the food commercially sterile (i.e., low acid canned food)?

Is it likely that the food will contain viable spore forming or non-spore forming pathogens? 

What is the normal microbial content of the food stored under proper conditions?

Does the microbial population change during the time the food is stored before consumption?

Does that change in microbial population alter the safety of the food?

5. Facility design

Does the layout of the facility provide adequate separation of raw materials from ready-to-eat foods? 

Is positive air pressure maintained in product packaging areas? Is this essential for product safety? 

Is the traffic pattern for people and moving equipment a potential source of contamination? 
6. Equipment design

Will the equipment provide the time/temperature control that is necessary to meet critical limits? 

Is the equipment properly dimensioned for the volume of food that will be prepared? 

Can the equipment be controlled so that the variation in performance will be within the tolerances required to produce safe foods? 

Is the equipment reliable or is it subject to frequent breakdowns? 

Is the equipment designed so that it can be cleaned and sanitized? 

Is product contamination with hazardous substances, such as glass, likely to occur? 

What product safety devices such as time/temperature integrators (specific range) are used to enhance consumer safety? 
7. Packaging

Does the method of packaging affect the multiplication of microbial pathogens and/or formation of toxins? 

Is the packaging material resistant to damage, thereby preventing the entrance of microbial contamination? 

Is the package clearly labelled "Keep refrigerated" if this is required for safety?

Does the package include instructions for the safe handling and preparation of the food by the consumer? 

Are tamper-evident packaging features used? 

Is each package legibly and accurately coded to indicate the production lot? 

Does each package contain the proper label? 

8. Sanitation

Can the sanitation practices that are employed impact upon the safety of the food that is being prepared? 

Can the facility be cleaned and sanitized to permit the safe handling of foods? 

Is it possible to provide sanitary conditions consistently and adequately to ensure safe foods? 

9. Employee health, hygiene and education

Can employee health or personal hygiene practices impact the safety of the food being prepared? 

Do the employees understand the food preparation process and the factors they must control to ensure food safety? 

Will the employees inform management of a problem which could impact food safety? 

10. Conditions of storage between packaging and the consumer

What is the likelihood that the food will be improperly stored at the wrong temperature? 

Would storage at improper temperature lead to a microbiologically unsafe food?

11. Intended use

Will the food be heated by the consumer?

Will there likely be leftovers?

12. Intended consumer

Is the food intended for the general public, i.e., a population that does not have an increased risk of becoming ill? 

Is the food intended for consumption by a population with increased susceptibility to illness (e.g., infants, elderly, the infirm and immunocompromised individuals)? 

Worksheet 12-4: Hazard identification/Preventive measures

Company: Canned Tuna
	Process category: Thermally processed – commercially sterile
Product: Canned tuna

	Process step
	Food safety hazard
	Preventive measures(s)

	1. Receiving
	· Decomposed fish

· Damaged fish
	· Control supply source

· Have supplier provide a product temperature history

	2. Butchering
	· Decomposed fish

· Histamine
	· Control temperature of fish

· Control lag time from end of thaw to end of butchering

	3. Loin cleaning
	· Decomposed fish

· Green meat, orange meat or honeycomb
	· Control lag time from end of cooking to end of cooling

· Control time of loin cleaning and hygienic practices

· Train workers to detect loin

	4. ...
	· …
	· …


Approved by: _____________________________
Date: ________________________

Worksheet 12-5: Hazard analysis – Example 1: Raw product, ground – Fresh pork sausage

	Process step
	Food safety hazard
	Reasonably likely to occur?
	Basis
	If yes in column 3, what measures could be applied to prevent, eliminate or reduce the hazard to an acceptable level?
	Critical control point

	Receiving – Meat 
	Biological: Pathogens – microbial (Salmonella, Escherichia coli 01 57:H7) 
	Yes 
	Both pathogens may be present in incoming raw product. 
	Letters of guarantee from all suppliers stating that the supplier meets base line criteria in process control of room temperature or storage temperature to prevent growth.
	1B

	
	Chemical: None 
	
	
	
	

	
	Physical: Foreign materials 
	No 
	Plant records show that there has been no incidence of foreign materials in products delivered to  the plant. 
	
	

	Receiving – Non-meat ingredients/Packaging materials 
	Biological: None 
	
	
	
	

	
	Chemical: Not acceptable for intended use 
	No 
	Letters of guarantee are received from all suppliers of non-meat ingredients and packaging materials. 
	
	

	
	Physical: Foreign materials 
	No 
	Plant records show that foreign material contamination has not occurred in the past several years. 
	
	


Worksheet 12-5: Hazard analysis – Example 2: Raw product, ground 

	Process step
	Food safety hazard
	Reasonably likely to occur?
	Basis
	If Yes in column 3, what measures could be applied to prevent, eliminate, or reduce the hazard to an acceptable level?
	Critical control point

	Storage (cold) – Meat
	Biological: Pathogens (list those specific to the product
	Yes
	Pathogens are reasonably likely to grow in this product if temperature is not maintained at or below a level sufficient to preclude the growth
	Maintain product temperature at or below a level sufficient to preclude pathogen growth
	2B

	
	Chemical: None
	
	
	
	

	
	Physical: None
	
	
	
	

	Storage – Non-meat ingredients/Packaging materials
	Biological: None
	
	
	
	

	
	Chemical: None
	
	
	
	

	
	Physical: None
	
	
	
	

	Assemble/Pre-weigh non-meat ingredients
	Biological: None
	
	
	
	

	
	Chemical: None
	
	
	
	

	
	Physical: None
	
	
	
	

	Assemble/Weigh meat
	Biological: None
	
	
	
	

	
	Chemical: None
	
	
	
	

	
	Physical: None
	
	
	
	


Worksheet 12-6: HACCP plan development form – Monitoring procedures and frequency

Company: Canned Tuna
	Process category: Thermally processed – commercially sterile
Product: Canned tuna

	Process step/CCP
	Critical limits
	Monitoring procedures 
*(who/what/when/how)

	1. Receiving/Receiving area
	Frozen fish < -18°C

Fresh fish ~ 0°C

Histamine < 50 ppm
	· Measure temperature upon receipt

· Visual inspection

· Sample for histamine testing

	2. Butchering/Butchering tables
	Histamine < 50 ppm

Fish temperature 0 – 5°C

Lag time 2 hours
	· Measure backbone temperature

· Sensory inspection

· Take sample for histamine analysis

	3. Loin cleaning/Loin cleaning tables
	Lag time not > 6 hours

Loin cleaning time < 1 hour

No defect or decomposed loin

Sanitation: visually accepted
	· Measure temperature and time of cooling

· Visual inspection

· Sanitation inspection

	4. ...
	
	· …


Worksheet 12-7: HACCP Plan development form – Corrective actions

Company: Canned Tuna

	Process category: Thermally processed – commercially sterile
Product: Canned tuna

	Process step/CCP
	Critical limits
	Monitoring procedures *(who/what/when/how)
	*Corrective actions

	1. Receiving/Receiving area
	Frozen fish < -18°C

Fresh fish ~ 0°C

Histamine < 50 ppm
	· Measure temperature upon receipt

· Visual inspection

· Sample for histamine testing
	· Inform/change supplier

· If histamine > 50 ppm, increase surveillance at butchering

	2. Butchering/
Butchering tables
	Histamine < 50 ppm

Fish temperature 0 – 5°C

Lag time 2 hours
	· Measure backbone temperature

· Sensory inspection

· Take sample for histamine analysis
	· If > 10% grade 3 fish, lot should be individually culled

· If > 10% grade 4 (rejected) fish found, lot should be rejected

· If histamine > 50 ppm, increase surveillance, more culling for sensory test

· Inform supplier

· Reduce volume on line

	3. Loin cleaning/Loin cleaning tables
	Lag time not > 6 hours

Loin cleaning time < 1 hour

No defect or decomposed loin

Sanitation: visually accepted
	· Measure temperature and time of cooling

· Visual inspection

· Sanitation inspection
	· If lag time exceed limits, adjust production volume, fish should be put in chilled room if any delay is anticipated

· Increase surveillance at butchering table

· Improve cleaning and sanitation

	4. ...
	
	· …
	· …


Worksheet 12-8: HACCP plan 

	Process category: Thermally processed – commercially sterile
Product: Canned tuna

	HACCP number and location
	Critical limits
	Monitoring procedures and frequency
	HACCP records
	Verification procedures and frequency
	Corrective actions

	1. Receiving/Receiving area
	Frozen fish < -18°C

Fresh fish ~ 0°C

Histamine < 50 ppm
	· Measure temperature upon receipt

· Visual inspection

· Sample for histamine testing
	Monitoring sheet “receiving area” with actual temperature of fresh fish and frozen fish of every delivered batch and result of histamine testing every day
	Procedure for measuring temperatures of every batch

Procedure for taking sample for histamine testing, handling the sample, testing and recording the result
	· Inform/change supplier

· If histamine > 50 ppm, increase surveillance at butchering

	2. …
	
	· …
	
	
	· …


Signature: _______________________________________
Date: ____________________________

Worksheet 12-9: List of some typical records of an HACCP system in operation

Ingredients

· Records from all monitored HACCPs;
· Supplier certification documenting compliance with the company’s specifications;
· Company’s audit records verifying supplier compliance;
· Storage temperature record for temperature-sensitive ingredients;
· Storage time records of limited shelf-life ingredients.

Preparation

· Records from all monitored HACCPs;
· Records verifying the continued adequacy of the food preparation procedures.

Packaging

· Records indicating compliance with specifications for packaging materials;
· Records indicating compliance with sealing specifications.

Finished product

· Records to establish the efficacy of barriers (critical limits) in maintaining product safety;
· Records to establish the safe shelf-life of the product if age of product can affect safety (e.g. temperature recording charts, investigation report);
· Documentation of the adequacy of the HACCP procedures from an authority knowledgeable of the hazards involved and necessary controls.

Storage and distribution

· Temperature records;
· Records showing that no product was shipped after shelf-life date (for temperature-sensitive products).

Deviation and corrective actions
· Records of all actions taken following deviations at a CCP;
· Reassessment records and registration of modifications to the HACCP plan indicating approved revisions and changes in ingredients, formulations, preparation, packaging and distribution control, as required.

Employee training

· Records indicating that employees responsible for implementation of the HACCP plan understand the hazards, controls and procedures.
Empty worksheets 

Worksheet 12-1: Product description

	Process category: 

Product: 

	1. Common name
	

	2. How is it to be used?
	

	3. Type of package
	

	4. Shelf life and at what temperature
	

	5. Where will it be sold?


Consumers


Intended use
	

	6. Labelling instructions
	

	7. Is special distribution control needed?
	


Worksheet 12-2: Process flow diagram

Process category:
Product: 

Worksheet 12-3: Checklist of questions

Hazard Analysis Process

This point in the hazard analysis consists of asking a series of questions that are appropriate to each step in the flow diagram. The hazard analysis should question the effect of a variety of factors on the safety of the food. 

1. Ingredients

Does the food contain any sensitive ingredient that is likely to present microbiological (e.g. Salmonella. Staphylococcus aureus), chemical (e.g., aflatoxin, antibiotic, or pesticide residues) or physical hazards (stones, glass, bone, metal)? 

2. Intrinsic factors of food

List the physical characteristics and composition (e.g., pH, type of acids, fermentable carbohydrates, water quality, preservatives) of the food during and after preparation which can cause or prevent a hazard. 

Which intrinsic factors of the food must be controlled in order to ensure food safety? 

Does the food permit survival or multiplication of pathogens and/or toxin formation before or during preparation? 

Will the food permit survival or multiplication of pathogens and/or toxin formation during subsequent steps of preparation, storage or consumer possession? 

Are there other similar products in the market? What has been the safety record for these products? 

3. Procedures used for preparation/processing

Does the preparation procedure or process include a controllable step that destroys pathogens or their toxins? Consider both vegetative cells and spores. 

Is the product subject to recontamination between the preparation step (e.g., cooking) and packaging? 

4. Microbial content of the food

Is the food commercially sterile (i.e., low acid canned food)?

Is it likely that the food will contain viable spore forming or non-spore forming pathogens? 

What is the normal microbial content of the food stored under proper conditions?

Does the microbial population change during the time the food is stored before consumption?

Does that change in microbial population alter the safety of the food?

5. Facility design

Does the layout of the facility provide adequate separation of raw materials from ready-to-eat foods? 

Is positive air pressure maintained in product packaging areas? Is this essential for product safety? 

Is the traffic pattern for people and moving equipment a potential source of contamination? 
6. Equipment design

Will the equipment provide the time/temperature control that is necessary to meet critical limits? 

Is the equipment properly dimensioned for the volume of food that will be prepared? 

Can the equipment be controlled so that the variation in performance will be within the tolerances required to produce a safe food? 

Is the equipment reliable or is it subject to frequent breakdowns? 

Is the equipment designed so that it can be cleaned and sanitized? 

Is product contamination with hazardous substances, such as glass, likely to occur? 

What product safety devices such as time/temperature integrators (specific range) are used to enhance consumer safety? 
7. Packaging

Does the method of packaging affect the multiplication of microbial pathogens and/or the formation of toxins? 

Is the packaging material resistant to damage, thereby preventing the entrance of microbial contamination? 

Is the package clearly labelled "Keep Refrigerated" if this is required for safety?

Does the package include instructions for the safe handling and preparation of the food by the consumer? 

Are tamper-evident packaging features used? 

Is each package legibly and accurately coded to indicate the production lot? 

Does each package contain the proper label? 

8. Sanitation

Can the sanitation practices that are employed impact upon the safety of the food that is being prepared? 

Can the facility be cleaned and sanitized to permit the safe handling of foods? 

Is it possible to provide sanitary conditions consistently and adequately to ensure safe foods? 

9. Employee health, hygiene and education

Can employee health or personal hygiene practices impact the safety of the food being prepared? 

Do the employees understand the food preparation process and the factors they must control to ensure food safety? 

Will the employees inform management of a problem, which could impact food safety? 

10. Conditions of storage between packaging and the consumer

What is the likelihood that the food will be improperly stored at the wrong temperature? 

Would storage at improper temperature lead to a microbiologically unsafe food?

11. Intended use

Will the food be heated by the consumer?

Will there likely be leftovers?

12. Intended consumer

Is the food intended for the general public, i.e., a population that does not have an increased risk of becoming ill? 

Is the food intended for consumption by a population with increased susceptibility to illness (e.g., infants, elderly, the infirm and immunocompromised individuals)? 

Worksheet 12-4: Hazard identification/Preventive measures

Company: 

	Process category: 

Product: 

	Process step
	Food safety hazard
	Preventive measures(s)

	1. 
	· 
	· 

	2. 
	· 
	· 

	3. 
	· 
	· 

	4. 
	· 
	· 


Approved by: _____________________________
Date: ________________________

 Worksheet 12-5: Hazard analysis 

	Process step
	Food safety hazard
	Reasonably likely to occur?
	Basis
	If Yes in column 3, what measures could be applied to prevent, eliminate, or reduce the hazard to an acceptable level?
	Critical control point

	
	Biological: 
	
	
	
	

	
	Chemical: 
	
	
	
	

	
	Physical: 
	
	
	
	

	
	Biological: 
	
	
	
	

	
	Chemical: 
	
	
	
	

	
	Physical: 
	
	
	
	

	
	Biological: 
	
	
	
	

	
	Chemical: 
	
	
	
	

	
	Physical: 
	
	
	
	

	
	Biological: 
	
	
	
	

	
	Chemical: 
	
	
	
	

	
	Physical: 
	
	
	
	


Worksheet 12-6: HACCP plan development form – Monitoring procedures and frequency

Company: 

	Process category: 

Product: 

	Process step/CCP
	Critical limits
	Monitoring procedures 
*(who/what/when/how)

	1. 
	
	· 

	2. 
	
	· 

	3. 
	
	· 

	4. 
	
	· 


Worksheet 12-7: HACCP plan development form – Corrective actions

Company: 

	Process category: 

Product: 

	Process step/CCP
	Critical limits
	Monitoring procedures *(who/what/when/how)
	*Corrective actions

	1. 
	
	· 
	· 

	2. 
	
	· 
	· 

	3. 
	
	· 
	· 

	4. 
	
	· 
	· 


Worksheet 12-8: HACCP plan 

	Process category: 

Product: 

	HACCP number and location
	Critical limits
	Monitoring procedures and frequency
	HACCP records
	Verification procedures and frequency
	Corrective actions

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	


Signature: _______________________________________
Date: ____________________________

Worksheet 12-9: List of some typical records of an HACCP system in operation

Ingredients

· Records from all monitored HACCPs;
· Supplier certification documenting compliance with the company’s specifications;
· Company’s audit records verifying supplier compliance;
· Storage temperature record for temperature-sensitive ingredients;
· Storage time records of limited shelf-life ingredients.

Preparation

· Records from all monitored HACCPs;
· Records verifying the continued adequacy of the food preparation procedures.

Packaging

· Records indicating compliance with specifications for packaging materials;
· Records indicating compliance with sealing specifications.

Finished product

· Records to establish the efficacy of barriers (critical limits) in maintaining product safety;
· Records to establish the safe shelf-life of the product if age of product can affect safety (e.g. temperature recording charts, investigation report);
· Documentation of the adequacy of the HACCP procedures from an authority knowledgeable of the hazards involved and necessary controls.

Storage and distribution

· Temperature records;
· Records showing that no product was shipped after shelf-life date (for temperature-sensitive products).

Deviation and corrective actions
· Records of all actions taken following deviations at a CCP;
· Reassessment records and registration of modifications to the HACCP plan indicating approved revisions and changes in ingredients, formulations, preparation, packaging and distribution control, as required.

Employee training

· Records indicating that employees responsible for implementation of the HACCP plan understand the hazards, controls and procedures.
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