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1. Purpose: 
To be able to notify the first external customer of any suspect product and have it returned to the control of the facility whenever required
2. Who: 
Recall coordinator and members of the recall team
3. Frequency: 
[bookmark: _Hlk225513156]At any time that customers need to be informed about suspect or product that is required to be returned to the control of the facility. Examples of situations where this would be required would be labeling, quality management, and/or food safety concerns.
4. Procedure:
Step 1: Assemble the Recall Team
· All Recall Team members will be contacted immediately by the Recall Coordinator upon identification of a suspect product or recall trigger, including after-hours contacts where required. 
· Each member will be informed of the issue and any recall decision and assigned responsibilities before any further action is taken.
· If a recall is to occur, the recall activation will be documented: reason, date, time, and decision-maker.
· Refer to ‘Recall Team’ document to get the contact information of recall team members and their assigned roles.
Step 2: Notify Regulatory Authorities
· Meat and Dairy Inspection Section (MDIS) Supervisor will be notified within 2 hours where there is a recall decision. The CFIA Recall Question Worksheet will be used to organize and document the required information before the call.
· CFIA will be notified if directed by MDIS; the Recall Distribution List will be submitted within 24 hours.
· AHS will be notified if MDIS decides it is appropriate and/or consumer illnesses are reported.
· No public statement will be issued without MDIS or CFIA approval.
· Refer to ‘Recall Notification Protocol - Regulatory Agencies’ SOP for contact information and procedure associated with notifying regulatory agencies.
Step 3: Identify all Affected Products
· All affected products will be identified within 2 hours using the Product Coding System and Production Records. The product code is the packaging date shown on the package in the format YYYY-MM-DD.
· Date Code Format: YYYY-MM-DD. Example: product packaged on June 9, 2026 will be coded as 2026-06-09.
· A backward trace will be performed using the Receiving Record to determine whether the trigger originates from a live animal, ingredient, or packaging lot from the same supplier.
· All products, package sizes, and shipments linked to the same production or processing date will be included unless records clearly show they are not affected.
· Refer to Ingredients/Suppliers Record to get the contact information for suppliers associated with the recalled product.
· The quantity produced, shipped, on hand, returned, and condemned for the affected production or processing date will be identified and recorded for product reconciliation.
Step 4: Hold and Segregate Affected Product
· All shipments of the affected lot will be halted immediately. 
· All suspect or affected carcasses, primals, or boxes will be moved to the designated Quarantine Corner in the cooler or freezer and red HOLD tags will be applied, showing date and time of hold, product description, date code, quantity, and reason.
· Quarantine area access will be restricted to authorized personnel. Off-site processors and retailers will be notified to hold on the facility's behalf.
· Quantity placed on hold will be recorded and will be used for ‘product reconciliation’.
· A mass-balance reconciliation will be completed: 
Total Produced = Product On-Hand + Product Shipped + Trimmings/Condemned. 
Step 5: Review the Public Health Warning (if applicable)
· MDIS or CFIA will advise whether a public warning is required. For Class 1 recall, the warning will be directed and approved by CFIA. (Refer to Appendix 1 for ‘Types of Recall’)
· The draft warning for Media/Press Release will be reviewed for accuracy of facility name, licence number, product description, date code(s), and distribution area. Then it will be submitted to MDIS or CFIA for approval. No public-facing communication will be published without the approval of MDIS or CFIA.
· Refer to ‘Media release’ template for drafting the public communication in case of a recall.
Step 6: Prepare the Distribution List
· Distribution Shipping Records will be used to identify all customers who received product with the affected date code(s), the quantity shipped to each, and the shipment date. Every direct customer associated with the affected date code will be identified within 4 hours.
· The Customer Contact List will be cross-referenced to obtain contact name, address, phone, and email for each account.
· The Recall Distribution List will be completed for each affected product and date code and submitted to MDIS promptly; to CFIA within 24 hours if applicable.
Step 7: Issue the Notice of Recall to Clients
· Each customer in the Recall Distribution List will be contacted by phone within 24 hours of discovering an issue with the product.
· If a recall is required, a written Notice of Recall will be sent within 4 hours of the phone call, marked 'URGENT – FOOD RECALL', and will include product name, date code(s), reason, quarantine instructions, and a signed acknowledgement request.
· Customers will be instructed to:
· stop selling or serving the recalled product
· segregate and quarantine the products 
· await further instructions for the return or disposal of the recalled products
· Refer to ‘Recall Notification Protocol- Customers’ SOP for detailed customer notification procedure, customer contact list, call script for recall and template of written ‘Notice of Recall’.
Step 8: Verify Recall Effectiveness
· Any customer that has not returned a signed acknowledgement within 24 hours will be followed up. Customers unreachable within 4 hours will be reported to MDIS.
· For each customer, the following will be recorded in the Customer Notification Log: contact date and method, person contacted, action taken, and quantity on hand at time of recall.
· Where the recall is found to be ineffective, the notice will be re-issued and MDIS will be notified.
Step 9: Control the Recalled Product
· Returned or on-site recalled product will be controlled, segregated, documented, and reconciled in accordance with the Control and Disposal Protocol.
· Refer to the Control and Disposal Protocol for detailed requirements for receiving, quarantine, HOLD tagging, inventory reconciliation, and handling of returned product.
Step 10: Decide What to Do with Recalled Product
· The disposition of recalled product, including MDIS approval, denaturing, disposal, rework, relabelling, and documentation, will be completed in accordance with the Control and Disposal Protocol.
· Refer to the Control and Disposal Protocol for detailed requirements before any recalled product is released from HOLD, reworked, relabelled, or disposed of.
Step 11: Identify Root Cause and Implement Corrective and Preventive Actions (CAPA)
· The root cause of the recall will be identified and documented (e.g., dressing line contamination, cooler temperature spike, metal detector bypass).
· A corrective action will be implemented to address the immediate problem, and a preventive measure will be implemented to prevent recurrence. Both will be recorded in the ‘Recall Summary Record’ with a responsible person and completion date.
· Affected SOPs, records, or training materials will be updated as required.
Step 12: Conduct a Post-Recall Review
· The Recall Team will be assembled again, once all recalled product is accounted for and disposed of.
· Recall effectiveness (target is 90-100%), problems encountered (e.g. communication bottlenecks, traceability gaps, etc.), and required amendments to this SOP or supporting records will be reviewed and documented.
· All recall documentation will be confirmed complete, signed, and filed by the operator. Records will be retained for a minimum of two years and made available to the regulatory agencies upon request.

6. Deviation and Corrective Action Procedures:
· Date code cannot be identified: the product will not be shipped or sold until its identity can be confirmed. If the date code remains unidentified after a thorough records search, the product will be placed on HOLD and treated as potentially affected. MDIS will be notified and the product will be disposed of in accordance with the approved disposal procedure (Step 10).
· Recalled product accidentally shipped after recall initiation: MDIS will be notified immediately. The customer who received the product will be contacted as a priority under Step 7. The customer will be added to the Recall Distribution List and will be subject to the full notification and verification procedure.
· Recalled product found to have been further distributed by a customer: the customer will be instructed to immediately notify their own accounts and to provide the Recall Coordinator with a secondary distribution list. Each downstream account will be treated as a direct customer for the purposes of notification, verification, and quantity reconciliation.
· Mass-balance discrepancy, i.e. product quantities do not reconcile: the source of the discrepancy will be investigated by reviewing Production Records, Distribution Shipping Records, Condemnation Records, and Returned Product Logs. The investigation and its outcome will be documented. If the discrepancy cannot be resolved, MDIS will be notified. The recall file will not be closed until reconciliation is complete or the discrepancy is formally explained.
· Customer unreachable within 4 hours of first contact attempt: all contact attempts will be documented (date, time, method). MDIS will be notified of the unreachable customer. Alternative contact methods (e.g., in-person visit, contacting the customer's regulatory authority) will be explored in consultation with MDIS.
· Customer refuses to return or quarantine recalled product: the refusal and all communication will be documented and reported to MDIS immediately. MDIS will direct any further action as necessary
· Recall found to be ineffective by MDIS or CFIA: the notification process will be repeated for affected customers as directed. Additional verification measures will be implemented. The reason for ineffectiveness will be documented in the Recall Summary Record and addressed through corrective action.
· Disposal method is unavailable (e.g., rendering contractor not available): an alternative approved disposal method will be selected in consultation with MDIS before disposal proceeds. No recalled product will be released from HOLD while a disposal method is being arranged.
All deviations from this procedure will be documented in the Recall Summary Record, including: description of the deviation, date and time identified, corrective action taken, person responsible, and date the deviation was resolved.
Where a deviation reveals a gap in this SOP or in a supporting record, the required amendment will be identified during the post-recall review (Step 12) and this SOP will be updated accordingly.



7. Verification Procedures:
During an Active Recall
1. The Recall Coordinator will review the Recall Distribution List daily during an active recall to confirm: all customers have been contacted; signed acknowledgements have been received; and quantities returned or confirmed quarantined are being logged. 
1. HOLD tags will be verified to be in place on all quarantined product at the start and end of each working day during an active recall.
1. The mass-balance reconciliation will be reviewed each time product is returned, disposed of, or confirmed quarantined at a customer location. The Recall Coordinator will confirm it is updated, that any discrepancy is under active investigation, and will be able to report daily the amount of product located and under the facility control.
1. Disposition Records will be reviewed for completeness (method, quantity, date, location, verifier name, MDIS approval, and third-party documentation) before the recall file is closed.
Post-Recall
1. At the conclusion of each recall, the Recall Coordinator will conduct a final review of all recall documentation to confirm that records are complete, signed, and consistent with the recall timeline.
1. The effectiveness of the recall will be formally determined based on: the mass-balance reconciliation; customer acknowledgement status; and the Disposition Record confirming all product is accounted for.
Routine
1. Distribution Shipping Records and Production Records will be reviewed at the end of each month to confirm completion and accuracy, and to verify that the date code is being applied consistently and supports forward and backward traceability.
1. An annual mock recall will be conducted to test the effectiveness of this procedure before an actual recall occurs. The mock recall will be assigned to the Recall Coordinator, documented in a Mock Recall Report, and reviewed to identify any gaps. Corrective actions identified during the mock recall will be resolved and documented.

8. Records:



· 
Classification: Public
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· Production Record
· Product Coding System 
· Distribution Shipping Record
· Complaint/Returned Product Record
· Regulatory Notification Log
· Customer Notification Log

· Returned Product Log
· Recall Distribution List
· CFIA Recall Question Worksheet
· CFIA Product Recall Record
· Recall/Mock Recall Summary Record
· Ingredients/Suppliers Record


9. Review:
This procedure must be reviewed annually and revised in case of any changes in the procedures. Any revision or review must be recorded in the Revision/Review Log below, with the date of revision/review, version no., description of change and the personnel involved.

9.1 Revision/ Review Log:
	Version#
	Revision Date/ Annual review date 
	Description of Change
	Revised/ Reviewed by

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	







10. Appendix

10.1 Appendix 1- Types of Recall
Recall classification is assigned by the Health Products and Foods Branch to indicate the relative degree of health risk presented by the recalled product, as follows
“Class I”	a situation in which there is a reasonable probability that the use of, or exposure to, a recalled product will cause serious adverse health consequences or death.
“Class II” 	a situation in which the use of, or exposure to, a recalled product will cause temporary adverse health consequences, or where the probability of serious adverse health consequences is remote.
“Class III” 	a situation in which the use of, or exposure to, a recalled product is not likely to cause any adverse health consequences.

