
Developing the Recall Preparedness
Prerequisite Program

To develop the recall preparedness prerequisite program follow the steps
outlined below.

1. Assemble a Team – To design an effective program you should bring
together a team of knowledgeable individuals including:

• All individuals on the recall preparedness team

• A representative from each part of the meat department
(packaging, cutting, receiving, etc.)

• Personnel from management

You may also wish to involve local regulatory authorities and, if available,
corporate quality assurance specialists.

2. Develop the Recall Preparedness Written Program – The written program
establishes the procedures and policies you will be following and outlines
the requirements for training and records of recall preparedness activities.

3. Produce Supporting Records – A number of records are required which
provide additional information related to recall preparedness. These are
listed below:

• Food Quality and Safety Concern Record

• In-Store Production Record

• Food and Ingredient Supplier List

• Recall Preparedness Team Form

4. Create a Recall Preparedness Log – A recall preparedness log documents
that the requirements set out in the written program have been satisfied.

5. Perform a Semi-Annual Review – Following the initial completion of
the written program and associated forms it is important to periodically
review all materials to ensure they are still up-to-date and functioning as
intended. It is recommended that this review be done on a semi-annual
basis or more often if required. It is valuable to maintain a written record
of this review to assist you in the ongoing development of your food safety
system (for sample see appendix).

The example written program and forms can be downloaded at www.goodretailpractices.net
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Recall Preparedness Written Program

example
PROCEDURES AND POLICIES

Complaint Monitoring and Investigation

• Every complaint relating to the quality and/or safety of foods sold by the meat department
will be recorded on the Food Quality and Safety Concern Record.

• Each complaint will be reviewed by the designated person on the recall team and where a
potential food safety issue exists the recall preparedness team will investigate and further
action will be taken if appropriate. When a food safety concern is present the incident will
be reported to appropriate authorities and suppliers of the product by the person designated
on the Recall Preparedness Team Form.

• Food Quality and Safety Concern Records will be kept for one year and will be signed/verified
by the department manager or designate.

Supplier Recall Preparedness

• A Food and Ingredient Supplier List will be maintained with the name/ type of products
supplied, contact person, and phone/fax numbers so that information can be shared in
the event of a recall. This list will be updated upon changes to suppliers or their contact
information, by the person designated on the Recall Preparedness Team Form.

• As appropriate the presence of a HACCP plan or other food safety program will be noted
for each supplier. Completion of the Canadian Council of Grocery Distributors (CCGD)
Vendor Qualification Questionnaire may be requested.

Production and Purchase Records

• The volume, type and date of production will be recorded on the In-Store Production Record
by the person designated on the Recall Preparedness Team Form.

• Records of meat product purchased are kept by the purchasing department.

Recalled Product Segregation and Disposal

• Any suspect product will be placed in the back of the store in an area clearly separate from
saleable goods. Additionally, suspect product will have colored tags placed on the pallet or
case with the word “suspect.”
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Recalled Product Segregation and Disposal (continued)

• If it is necessary to destroy product, records of disposal/destruction will be kept and the
method of destruction discussed with the supplier and when applicable local regulatory
authorities. Care will be taken to ensure that suspect product is destroyed/disposed in a
manner which would make it unsuitable for human consumption.

Recall Team Members and Responsibilities

• A list of responsible persons, contact information and their duties will be recorded on the
Recall Preparedness Team Form and approved by the department manager.

Product Labeling for Recall Tracking

• Products produced and/or sold by the meat department will be checked monthly to ensure
appropriate dates/batch numbers, where applicable, are present on all packages. This task
will be performed by the person designated on the Recall Preparedness Team Form.

Recall Preparedness Procedures

• Inventories for purchased products and In-Store Production Records will be checked once
per month to ensure they are accurate and complete.

• Labels on products will be checked once per month to ensure “best before” or 
“packaged on” dates are present.

• Food and Ingredient Supplier List will be reviewed once per month to determine if all
suppliers are listed and information is accurate.

• Food Quality and Safety Concern Records will be checked once per month to ensure they
are properly completed and action taken is noted when required.

Training of Personnel

All individuals performing recall preparedness related activities will be trained by qualified
personnel and will be required to read and submit a signed copy of the Recall Preparedness
Written Program at the start of employment and following any changes to procedures and policies.

Records of Activities and Corrective Action

Activities related to the Recall Preparedness Program and any corrective action required will
be recorded on the Recall Preparedness Log by the individual designated by the supervisor
each month. 
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Food Quality and Safety Concern Record

The Food Quality and Safety Concern Record allows the retail operation to monitor and
document the actions taken to address product related concerns. This record should be

completed each time a legitimate concern is brought to the attention of the meat department. 
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In-Store Production Record

The In-Store Production Record documents the type and volume of food 
products produced in the store. An entry should be made in this record each 

time a food item is manufactured for resale.
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Food and Ingredient Supplier List

The Food and Ingredient Supplier List will enable a 
quick notification of the supplier in the event of a food safety issue. 

This list should be kept current at all times. 
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Recall Preparedness Team Form

The Recall Preparedness Team Form outlines the persons responsible for dealing 
with potential food safety issues and prepares an action plan in the event of a recall. 

This form should be kept current at all times. 
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Recall Preparedness Log

The Recall Preparedness Log is designed to make certain that key elements 
of recall preparedness are functioning as intended. This log should be completed 

monthly or more often if deficiencies are found. 
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