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Learning Outcomes 

 
By the end of this unit the learner will be able to: 

  Discuss the various different types of documents and records that must be 
kept as part of an HACCP system  

 Ensure the appropriateness of record keeping procedures as evidence of due 
diligence in the event of legal action 

 Determine if and when it may be necessary to conduct a review of existing 
record keeping activities 
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Unit 10 
 

Establish Documentation and Record Keeping Procedures 
 

Efficient and accurate record-keeping is essential to the application of a HACCP system. 
 

How is this Stage Achieved? 
 

In the unfortunate event of a food safety incident that is connected to your products you may have 
to show that you have taken all reasonable precautions to produce food safely. Demonstrating that 
the principles of HACCP have been correctly applied as required by law and that documentation 
and records are kept, may provide evidence of due diligence in the event of legal action. 
  
Documentation and Record-Keeping should be: 
 

 Appropriate to the nature and size of the operation – your local environmental health 
practitioner will be able to guide you on this requirement. 

 Sufficient to assist the business to verify that the HACCP controls are in place and being 
maintained. 

 

What to consider Regarding Documentation? 
 

 What records need to be kept? 

 How are they to be stored – e.g. hard copy, electronic? 

 Where are the documents to be stored? 

 How long are the records to be retained for? (what is an appropriate time, think about the 
shelf-life of the product and possibly how the product may be misused) 

 Who is responsible for the records? 

 Who needs frequent access to the records? 
 

Examples of Documentation 
 

 The HACCP plan 

 List of hazards and details of the hazard analysis 

 CCP determination 

 Critical limit determination 

 Training needs analysis 

 Procedures – e.g. standard operating procedures, corrective action procedure 

 Work Instructions 
 

Examples of Records 
 

 CCP monitoring activities 

 Deviations and associated corrective actions 

 Verification procedures performed 

 Modification to the HACCP plan 
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 Training undertaken 

 Daily records (glass and brittle plastic check) 

 Visual inspection reports 

 Team meeting records 

 Processing records 
 

Review 
 

A review of this principle should be scheduled and triggered if there are changes within the 
company (see Principle 6). 
  

During a review you may wish to consider the following: 
 

 Does the documentation cover all of the HACCP system operation? 

 How is the document controlled with regards to update and issue etc? 

 Are all documents accurate and current? 

 Are verification procedures documented? 

 How is change and version control managed? 
 
 

 
 
 
 
 
 
 
 
 

Further Reading: 

 

 Food Safety for Food Processors + Quality Assurance in 
Manufacturing: 2 Books in 1 Paperback – July 6, 2016 
by Allison Shearsett 

 HACCP: A Food Industry Briefing 2nd Edition, Kindle 
Edition by Sara E. Mortimore (Author), Carol A. 
Wallace ,2015 
 

https://www.amazon.com/s/ref=dp_byline_sr_book_1?ie=UTF8&field-author=Allison+Shearsett&text=Allison+Shearsett&sort=relevancerank&search-alias=books
https://www.amazon.com/s/ref=dp_byline_sr_ebooks_1?ie=UTF8&field-author=Sara+E.+Mortimore&text=Sara+E.+Mortimore&sort=relevancerank&search-alias=digital-text
https://www.amazon.com/s/ref=dp_byline_sr_ebooks_2?ie=UTF8&field-author=Carol+A.+Wallace&text=Carol+A.+Wallace&sort=relevancerank&search-alias=digital-text
https://www.amazon.com/s/ref=dp_byline_sr_ebooks_2?ie=UTF8&field-author=Carol+A.+Wallace&text=Carol+A.+Wallace&sort=relevancerank&search-alias=digital-text
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