Food Safety: Recordkeeping, Recalls, &
Traceability

Master Recordkeeping Plan

W Ceepn Recort Who Unes indo ntem Unee

Aecard Location

Records for Success, Profitability, and Protection
Your WHYS guide WHAT records to keep & HOW

1. Inform decision making
. ?
2. Learning
. ?
3. Financial
¢ Manage payables and expenses
* Track profitability
* Verify expenses for the IRS
e Apply for loans
3. Food Safety
* Legal perspective — No record? It didn’t happen.
¢ Protect your farm in the case of food borne illness
e Audit verification

- Where did it come from?
- Where did it go?

2002 Bio Terrorism Act - Traceability

Traceback Plans

Your Traceback Plan should demonstrate the ability to

trace back and forward by lot through the supply chain.

Two-way information flow
<~ Trace-back

/\/\/\/\/\

[Field | Grower |+ Packer |}~ °F s:e::‘;'°" [,

Consumer

Back Forward
ID, input/production Who bought,
practices, post harvest when, how much

documentation

TRACEABILITY is a System: an unbroken record of

Trace“ability”
VOLUME OF RECALLED PRODUCT:
T“race”ability - ———
Traceabi“lity” B —
DATE(s) distributed— .
Quantity RETURNED. <
Estimate AMOUNT REMAINING < P
et I

Required Reports From Your Business Records

BUSINESS RECORDS:

RECALL is an Action:
What you do when there is a problem
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Production/Business Records Do Double Duty

* Field maps

* Land history

* Seed lots/source
* Manure/compost
* Harvest records

* Cleaning records
* Sales records
* Worker time cards
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Food Safety: Recordkeeping, Recalls, &
Traceability

Design Your System
What Records To Keep, Who, How
1. Production records include inputs, key dates,

handling, harvest, sales
2. Information to serve learning or behavior change
3. Financial
4. Audit compliance verification (org seed, cleaning)

W3 Ceepn Becort Whe Unes into tem e Recard Location

Make your records work for you

They aren’t records if they aren’t

- Accessible

- Adapted to reflect and serve your operation
- Clear, well-organized

record o tees o s ysem__oion

Fertility Martin Martin M-Shed
Planting Atina A&M PIan/Record GreenH
Sales Atina A reports E Invoice Quickbks
White board P-shed &

Harvest Crew lLead A

& spreadshe computer

What Audits do you get?

Audit checklists indicate what records are required

Worker Health & Hyglene

G-3 PMM vul" Il tvolllblo Io lll wodton 10 BN R
G-4 |All employees and all visitors to the location are
d to follow proper sanitation and hygiene 10 P

tices. !
G-5 |Training on proper sanitation and hygiene 15 o
tices is provided to all staff.

- "R" arecord is required showing an action was taken

- "P" a policy/ SOP must be documented in the food
safety plan to show conformance to the question

- "D" a document(s) is required to show conformance. A
document may be a combination of SOPs outlining

company policy as well as a record action was taken.
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3 Party Audits
Organic, Food Safety, Fair Trade, other labels

Demonstrate compliance
The ability must exist to trace each crop from field to
harvest, storage and sales, including the application of
soil amendments, pest or disease control products,
and other inputs.

Records are

- easily accessible on-site for inspection
- adapted to reflect your operation

- clear, well-organized and auditable

Design Record Keeping for Success
* Avoid duplication
* Document as part of work, not a separate activity
* Instruct staff at the same time as record keeping
* Improve staff performance and accountability

Record keeping needs to be routine — a habit -
like brushing your teeth.
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Food Safety: Recordkeeping, Recalls, & 2/5/23
Traceability

Strong emotion is an effective behavior change strategy

Breakout
RECORD KEEPING HABITS

- Habit strategies
- Incentives
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Work With Your Record Keepers’ Strengths

el

Field History Sheet in your Organic Farm Plan Questionnaire
Year: _2003

0-Organic Inputs
Field#  T-Transitional  Acreage Crops. Expected
C-Conventional Input Date of Use  Rate of Use Yield
Mixed Cow manure 50 1b/600 sq. ft.
# o 1.0 vegetables  Lime 11/03  251b/600sq.ft. Variable
‘Sanitizer Used: Tiunami 100 Testing equipment; Test strips
75 Sweetcorn  Cow manure
#2 o 25 Squash Lime 11/03  1ton/acre Variable
Product Water :’::“:“ col
being Date Time temp pH  fRTl
washed F strip P 25 Pear and 250
Orchard o SOtrees 25 Apple Cow manure  11/03 200 Ib/acre bushels

Green 9/10 9:15 N

Ad
Beany /11 am s &5 T0ppm

o
e §

- easily accessible on-site for inspection
- adapted to reflect your operation
- clear, well-organized and auditable

18 19
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Significantly Raised the Risk of Listeria M:
« Irrigating fields within three days of harvest e February 2018

@ Mom's food Mon Tue Wed Thu Fri

* Cultivating fields within a week of harvest Dtz 5 s . s o

Contacts
oo car Sctey rctm wterass troarprne
MONTANA own e e Gotten b witeeen un Covery
iy Ararican American + Moot
@ atica ity

June 2013 ==

Mom's Appoint

sunday Monday Tuesday Wednesday Thursday Friday Saturday

1 Q progery @
B weght
@ Noa-Profe

@ Femess

2 3 4 5 6 7 8 Fomiy

@ Perscoal
Sehoofs Trustee
o - easily accessible on-site for inspection
9 10 1 12 13 14 15 8 Tl .
B ooy - adapted to reflect your operation

snouee | - Clear, well-organized and auditable
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e
HANDOUT 313258

16 17 18 19 20 21 22

Cotnell University 21

20 21

AgSquared case sTuiEs -
: Record keeping software
Variety | Days Planting Yield Harvest | Expect 2 tailor-made for small farms.
Plan Actual Plan Actual | Length | Mature 7 Y
Date | # Date |# Date & # Farm Management Software Programs
1 | Gypsy 60 | 422 4000 250/wk 7days | 6.20 « Record-Keeping-Software-Review|| Carolina Farm Stewardship Alliance
2 Gypsy | 60 429 | 4000 250/wk 7days |6.27 ¢ Article on Small Farm Software Tools With Descriptions || Young Agrarians
= — -~ = How COG Pro Worikcs
3 Gypsy |58 | 5.7 | 4000 250/wk 7days | 7.4 : COG Pro Sl
v == Cartiication Resources
15 Gypsy |64 7.29 | 10,000 450/wk 12 days | 10.1 = COG Pro in the News
16 | Gypsy |70 |81 | 12,000 500/wk 16 days | 10.10
17 | Gypsy |77 |84 | 16,000 500/wk 20 days | 10.20

Electronic Invoices — Reports Are Valuable!

Wnarawal B €385

] 1o 1231015 W] Cobmn [ Toery
i Rock Castie Construction

aad Sales by Customer Summary
- January through December 2015
+ - uc 1t 0

v FAKE RECEWRT Expense ncome
7 Cleared Consutingespen  Lodging:IND 109.99
+ Spin This Transaction

Balance: 85068411

38 Concel N

EERECECEL

B
g

- easily accessible on-site for inspection
; - adapted to reflect your operation
- clear, well-organized and auditable

~
\

24 25

Prepared and Presented by Atina Diffley,
© 2013 Atina Diffley Organic Farming Works LLC



Food Safety: Recordkeeping, Recalls, &

Traceability

Digital Considerations
Back- Up System
Software / Format

Print Critical Summaries

LA ol

Learn categorization systems!
Separate PC computer for finances?

What Can Be Automated?

« Bluetooth Smart-enabled for use with mobile devices

* No internet access, cables, or computer required

+ Audible and visual alarms keep you notified of problems
« Easily share data and graph images for analysis

2/5/23

26 27
\ 3 y
=) . o .
IFFT A A Shared Digital Strategies
If This Than That  IRECEELTLIL Log)| you - Electronic Calendar
:,o frckwon spend at - Google Docs
CLLA specific . . .
locations like - Email/subject line record@myfarm.com
;"‘e office or - Photo uploads
omeina
spreadsheet
Challenges with Shared Strategies?
Other suggestions?
Q 10k —— 0, 220 — ]
28 29

SOP: INSTRUCT AND RECORD

Follow The Money

Restroom Cleaning and Restocking Schedule and Log m’;:m
Ex: Food e O
s o . borne
o : "'"“ '7’.".""1‘,’1"'."”.’3:‘."'(,. iliness
s R ‘v'y can be
e s ar 9 * Avoid duplication

. seed borne

* Document as part of work, not a separate activity
* Instruct staff at the same time as record keeping
o * Improve staff performance and accountability

30 31
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Pre-trip Inspection form

Vehicle ID: Beginning Ending
Date: Odometer
Time: Hour Meter

DO NOT include tenths

By law, al CDL vehicles are required to have a pre-trip safety inspection. An effective inspection exposes safety concerns and
potential maintenance issues. Repairs can be addressed before they become costly, major repair. Supervisor and Service Garage
should be notified immediately of any safety concerns.

Vehicle Overview
As you approach the vehicle, notice its general condition. Look for fresh oil,coolant, grease or fuelleaks.
Inspection  DAILY: CDL=Entire checKiit, WEEKLY: Non-CDL (>10,000 GVW or equipped with lfgate), Bold only.

pass Fail N/A pass Fail N/A
neck one

ETTT checkbrake s
] ] tmergency Fashers
] ] rernsignats
[ [ Headtights
1 £ checkatimirors
[] [ check windshield condition
[] [ check for wheel chocks
L] ] steering wheettoosness, damage
] 5] wiper blades and washer operation
] £ Hom operation

Heater / Defroster operation

D’
O
o

NOO0000000000000000

Verify three red reflective triangles
Check steering linkage

Check suspension (leaf and coil springs )
Check u-bolts and hangers

Check frame for cracks

Check brake chambers

Check brake hoses

Check brake drums

A brake check

Check oil pressure gage

Check lug nuts for tightness
Parking brake operation Check axle seals for leaks
Seat Belt operation Check for debris between dual tires
Check all external lights and reflectors Check condition of mud flaps
Check tire rims for damage Check all hoses for leaks
Check tires Check to ensure compartment doors secure

Check battery box and connections

00000 000000000000
D00000000000DooO
NO00000000000D0oOO

1 o o
1 o o o

Check cargo area for loose material
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Written Agreements/Contracts

Sales Communication With Buyer

1. Product Availability (what, when and process)

2. Order Confirmation

3. Pending invoice — one day ahead

4. Packing slip with shipment

) - Number of boxes

3. If you or your buyer don’t want a “signed” contract - Number of pallets

5. Final invoice at delivery: Buyer signed copies for
buyer and seller

1. Primary goal: proactive and good communication
2. Do you want a written agreement?;
- How well do you know your buyer?
- Can you make a commitment?

- Write down your “agreement” and email it

Behavior can “demonstrate” a “contract,”
even if nothing is written down. A canceled
check, delivered product, a conversation.

Make it easy for your buyer!
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1. Put procedures into your “contract”

o Put payment and issue terms on the invoice
Pre-sale: Availability sheet, sales agreement, order . . .

Thame you Sor your Seormst Syt
Late Sorywerts Sre SUbiect &5 & T% iwte foe.

2. Follow the Procedure: If you want to change e e 1 voe 2 e omm it 7 oty o s 2 e o e

procedure for a particular buyer send it in an email. P e s e e L T e Potme g sy fee, i cosers e

36 37

Prepared and Presented by Atina Diffley,
© 2013 Atina Diffley Organic Farming Works LLC



Food Safety: Recordkeeping, Recalls, &
Traceability

Quality Disputes - Put It In Your Documents

1. Establish objective, verifiable standards — (USDA?)
2. Define procedure for

- Notification of a deviation from standard \
- Dispute resolution rcaice,

3. Resolution / Compensation < 1000/0
~ SATISFACTION
- Could be a refund or replacement —_

“We strive to provide the highest quality. If the qua_li{cy/‘o,\f[_\
any item does not meet your expectations, you must
contact us within _ hours of delivery. We will work with
you to resolve the issue. If we cannot work out an
understanding, we may provide a partial rebate.

Including Postharvest Storage Information On Sales
Documents Can Be A Successful Way to
Communicate and Document Buyer’s Responsibility

* 32°F is the ideal storage temperature to optimize the
postharvest life of romaine lettuce. A shelf-life of around
21 days is expected at this temperature.

At 41°F a shelf-life of about 14 days can be expected as
long as no ethylene is in the environment.

Freeze damage can occur if the lettuce is held below
31.7°F.

95% is the ideal storage relative humidity.
Romaine lettuce is very sensitive to ethylene

38
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Tips For Getting Paid

* |n writing - clear payment terms upfront

* Keep clear, reproducible records

* Invoices signed on delivery — copy for each party
* Re-send unpaid invoices on a regular schedule

* Call

* Charge and notify of late fees

* Work out a payment plan (Avoid this)

* If buyer has payment issues - COD only

* Offer discount if paid COD? - Questionable

Prevent Leaky Finances!

Lot Numbers & Traceability

g A sl Pantin Diltley 26498 Kighriew, Farmisgton, M $5024
%" s by etbation Sorvieds, Meliaa, WD 55407

20% Cucumbers

$.16.10 €372 AD 1l saz.10 AD

Account For Product — One Step Forward / One Step Back

40

Lot Numbers & Traceability

Allows you to trace each specific box/carton :

Mandatory under FDA regulations

ON A LABEL:
- Name and address of the farm, county (phone)

- Commodity )

- Vari T Prodest of UEA
Vanety. s P

- Net weight, count and/or volume oV

- Size and grade ey Lot #

- Recommended storage temperature ORANGES 622208ABC

- Special handling instructions i

10 -4 LB BAGS

IN A LOT NUMBER:

- Location of the growing area

- Harvest Date / Crew T A

- Packing Date/ Crew
42
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Traceability is a system.

41

2/5/23

RECALL

1. What portion of
your farmis
vulnerable in the
event of a recall?

2. For how long?

Prepared and Presented by Atina Diffley,
Organic Farming Works LLC
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- ] 5
Surviving a Food Safety Recall: Records Ready: Sanitation Clean Break

By Cheryl Wixson A documented, verified, and validated
We received an urgent recall from our supplier— cleaning and sanitation process of food
Salmonella contamination of organic celery seed . . . contact surfaces.

We were instructed to discontinue distribution and
recall any product we had distributed with the
contaminated seed.

Clean Breaks and Lot Numbers

Traceability and Carton Labels

Why have clean breaks?
Step 1 nd ope

Farmers establish lots for traceability reasons to limit risk to their
business. Whether a packer determines a lot by date, grower, field,
buyer, or some other means, a clean break is needed before and
after the production of that lot for it to be considered separate from
other production. The lack of a defined clean break can expand a
food safety event to cover an entire production season.

Farm Map

Step 2. using a labeling gun, mark all produce /
packages with the date and locaticn of harvest.

Quick Facts about Clean Breaks Tomatoes 7 INVOICE
Food contact surfaces need to be cleanable and sanitizable. L&J Farms | [ — [
Procedures for cleaning and sanitation should be documented and Somr A
include location, frequency, and chemicals used. s
Chemical compounds for cleaning and sanitation should be
validated for their intended use and use to the label.

woete [ oren
PO o

| TOTALNETWT 160z T

Step 3. put e harvest date and

* Documenting when, how, and why cleaning and sanitation ocation LD. 0n each invoice. 1 ~
occurred is necessary to establish a lot. “ e e
46 47
Lot Numbers & Traceability A trace-back audit follows a product through the entire
— - process at an operation. Records of all activities must
Make sure your traceability system is link to a lot number. How might you link records to your
described in your food safety plan! lot number?

Lot Number For A Direct Market Farm o

Sanitation practices before the organic run

* Type and quantity of materials used to purge lines
from the conventional product before the organic run

on July 16, 2016,

greenhouse #5 5t market of the * Pest Control Prevention measures in the production
season area

sold at Nicolet
Mall farmers market

Premium
Crop broccoli

harvested on bY, Billy Audits test the completeness and strength of an operation’s recordkeeping systems
July 15, 2016 Bob’s crew Auditors are trained to identify operation’s vulnerabilities, and to target traceability audits
49
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Food Safety: Recordkeeping, Recalls, &
Traceability

Traceability and Retail Sales

What is working? What is missing?
lING
Checklist #1 - Farmer’s Market Sheet

Market Date

Market Name:

Notes on the Day:

Cash Beginning

Cash Ending
Total Earned

| v :m«/n-nl vaits | “";_"::'d _ :’;."': | vaitssold “'o'u:‘“

Aragla

Beet greens |

BokChay |

50

Lot Tracking: Product Identification at Harvest

Policy: All containers of harvested produce leaving
the field must be labeled with field and date lot
numbers.

52

Employee records: retention periods mandated by federal law:

* Resumes, job applications and hiring tests — 1 year (no requirement for
unsolicited resumes)

* Form I-9 - 3 years from the date of hire or 1 year after termination
(whichever is later)

« Payroll documentation, including wage and promotion information and
timekeeping records — 3 to 4 years for most documentation

¢ W-4s — 4 years after taxes due or paid

« Performance reviews — 2 years

* Physical exam results — 1 year after action taken based on physical exams

* Drug test results — Most recent year’s report on file for one year

* Req forr bl dation — 1 year after action taken or
document created, whichever is later

« Benefit plans — 1 year after termination of plan

*  FMLA documentation — 3 years after leave ends

« Termination records — 1 year from termination date

Paper record strategies:
- Print retention periods and put in file drawer
- Write the retention periods on front of file folder

54
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What is working? What is missing?

Sample 8b: CSA Weekly Box (Tuesday pick-ups)

Week of: __9/23/03

Vegetable/Fruit Amount
Apples, Red delicious 31b.
Apples, Yellow delicious 2 b,
Basil, sweet 1 bunch
Beans, green 11b.
Beans, yellow Y2 Ib.
Carrots 1 1b.

51

FDA Food Safety Records
Must Be:

- Kept for 2 (3) years &
available upon request

- Legible and organized

- Accessible within 24 hours

Organic Rule

- Be maintained for not less than 5 years;
- Be sufficient to “demonstrate
compliance”

- Be "available for inspection and copying
during normal business hours"

Income tax returns Records

1. 3yearsif (4), (5), and (6) do not apply to you.

2. 3years from the date you filed your return or 2 years from the date you
paid the tax, whichever is later, if you file a claim for credit or refund.

3. 7 years if you file a claim for a loss from worthless securities or bad
debt.

4. 6 years if you do not report income that you should report, and it is
more than 25% of the gross income shown on your return.

5. Indefinitely if you do not file a return.

. Indefinitely if you file a fraudulent return.

7. Employment tax records: at least 4 years after the date that the tax is
due or paid, whichever is later.

(2]
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Safety Concerns/Issues:

Remarks/Comments:

*Seat belt use is required

*Cell phone use is prohibited while operating
University vehicles

*Use of wheel chocks required

Inspection paperwork should remain in the vehicle until end of shift when it is delivered to the supervisor for
forwarding to the Service Garage

Revised 272016

Operator Signature:

Supervisor Signature:

FSMA FOOD SAFETY REGULATIONS
* Must be dated and signed by the person doing the

activity

 Specific records must be reviewed, dated, and signed, by

a supervisor or food safety responsible party. ss
55
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Food Safety: Recordkeeping, Recalls, &
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Make A Master List

Wh3 Ceepn Recort Whe Unes info tem e

Incorporate your food safety records into your plan

Record Locstson

Breakout

What do you plan to do related to record
keeping and/or traceability in the coming
week?

2/5/23

56

THANK-YOU

www.atinadiffley.com
www.familyfarmed.org

FAMILYFARMED

]
TURN HERE
SWEET CORN

I v M

ATINA DIFFLEY

© 2013

Atina Diffley
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