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1. Recall Coordinator:    	 
One person shall be designated as the Recall Coordinator. This person has the authority to initiate a recall, direct all recall activities, make decisions on behalf of the operator, and communicate with regulatory authorities.
	Name:
	Olivia B.

	Position/Title
	Plant Manager

	Business Phone:
	780-###-####

	After-Hours/ Cell Phone:
	780-###-####

	Email:
	 b.olivia@wmeats.com

	Alternate Recall Coordinator (Name, Phone# and Email):
	 Marcus D.
 780-###-####
d.marcus@wmeats.com



2. Recall Team Members:    	       
The recall team members at present are as follows. This list shall be updated whenever there is personnel change.
	Name
	Position
	Business Phone
	After-Hours / Cell
	Email

	 Olivia B.
	 Recall Coordinator
	 780-###-####
	 780-###-####
	 b.olivia@wmeats.com

	 Marcus D.
	 Plant Owner/Operator
	 780-###-####
	 587-###-####
	 d.marcus@wmeats.com

	 Ethan C.
	 Processing Supervisor
	 780-###-####
	 780-###-####
	 c.ethan@wmeats.com

	 Priya S.
	Food Safety and Quality Assurance 
	 780-###-####
	 403-###-####
	 s.priya@wmeats.com




3. Roles and Responsibilities:  
The roles and responsibilities assigned are as follows. The list shall be updated whenever there is a change in the recall team.

	Role and Responsibilities
	Primary (Name)
	Alternate (Name)

	Review the Complaint / Returned Product Record and determine if complaint should be investigated further by the recall team. 

Communicate with regulatory authorities (MDIS, AHS, CFIA) and provide all required information as documented. 
Also serves as an after-hours contact to CFIA.
	Olivia B.
	Marcus D.

	Identify all products (including details such as Lot# that are suspect or to be recalled- using production, inventory, and distribution records. 
	Ethan C.
	Olivia B.

	Maintain up-to-date Customer and Distribution Contact List. Notify all accounts that received suspect or recalled product.

Also serves as the Customer Contact
	Priya S.
	Olivia B.

	Prepare a draft press release for CFIA approval (for Class I recalls only). 

Media Contact (for Class I recalls only)
	Marcus D.
	Olivia B.

	Ensure segregation and secure storage of suspect or recalled product. 
	Ethan C.
	Marcus D.

	Maintain Supplier Contact List. 
	Priya S.
	Marcus D.

	Arrange for return/pickup of suspect or recalled product.

Arrange for approved disposal of suspect or recalled product.
	Olivia B.
	Marcus D.

	Filling out Recall Summary Record and other paperwork
	Olivia B.
	Marcus D.

	Perform a Mock Recall (once a year)
	Olivia B.
	Priya S.



4. Review:
The recall team, their contact information and roles/responsibilities assigned shall be updated as changes occur (e.g. personnel change, contact information change, role change, etc.). In addition, an annual review by the operator is required. Any revision or review needs to be recorded in the Revision/Review Log, with the date of revision/review, version number, description of change and the personnel involved in revision.

5.1 Revision/ Review Log:
	Version No.
	Revision Date/ Annual review date 
	Description of Change
	Revised/ Reviewed by
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