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1. Purpose: 
To ensure that incoming materials are received in conditions that minimize the potential for contamination.
2. Who: 
Workers trained for receiving
3. Frequency: 
[bookmark: _Hlk225513156]Each time materials are received
4. Materials and Equipment
· Calibrated thermometer probe or data logger
· Personal Protective Equipment (PPE) required by facility hygiene policy

5. Procedure:
All incoming chemicals, ingredients, packaging materials and meat products are received at the West Receiving Door, which is the designated receiving area. Receiving records are kept at the receiving area. Each incoming delivery must be inspected and documented before being moved to storage.
5.1 Product Inspection: 
All incoming materials must be inspected to ensure that: 
a. The correct order is received. This can be verified by comparing products with purchase order;
b. Materials are in acceptable condition (e.g. containers or bags not damaged, leaking or dirty);
c. There is no evidence of contamination (dirt, pest droppings, etc.);
d. Products are correctly labeled; and
e. No off odours (strong chemicals, putrid smell, etc.).
5.2 Product Temperature: 
a. Product temperature must be taken for perishable items (fresh meat, sausage, etc.). 
b. If product is frozen, check that the temperature is -18°C (0°F) or less and there are no signs of thawing.
c. All fresh products must be 4˚C (40˚F) or less when they arrive at the facility.
d. To take the temperature of packaged products, place a thermometer probe between two packages of product (You will need to open the box to do so). 
5.3 Carrier Inspection: 
Vehicle interior must be inspected to ensure:
a. Cleanliness (no wood chips, dirt, pest droppings, etc.);
b. Good condition (no holes, doors sealed tightly, nothing that will puncture or damage products);
c. Chemicals or other hazardous materials are not transported in the same vehicle as food products; and
d. No off-odours (strong chemicals, putrid smell, etc).
5.4 Carrier Temperature: 
Note: This applies only to trucks delivering perishable products.
Before unloading any materials, take the temperature inside the carrier either by reading the temperature off the reefer unit, or using the hand-held thermometer. Temperature must be 4˚C (40˚F) or less to be acceptable. 
5.5 Filling Out the Receiving Record: 
Receiving Records are kept at the receiving area. This record must be filled out for each delivery whether it is accepted or rejected and the following fields must be completed:
a. Date
b. Product description - including product type/name and batch number/production code. Uninspected meat must also be documented.
c. Supplier name
d. Quantity
e. Goods Acceptable (Y or N) - based on product condition, packaging intact, and no pest activity
f. Product temperature (°C)
g. Carrier temperature (°C) - for perishable product
h. Deviations / corrective action taken (if applicable)
i. Monitor initials
j. Verifier initials and date

6. Deviation and Corrective Action Procedures:
A deviation occurs when any of the following conditions are found during receiving:
· Refrigerated product temperature exceeds 4°C (40°F).
· Frozen product is above -18°C (0°F) or shows signs of thawing.
· Packaging is compromised, damaged, or shows signs of contamination or tampering.
· Evidence of pest activity in the delivery vehicle or on product.
When a deviation occurs:
· Stop unloading and quarantine the affected product.
· Document the deviation in the Receiving Record.
· Notify the operator or designated worker.
· Determine whether to disposition of the product:
· Reject: Tag the rejected product as ‘REJECTED- DO NOT USE’ and contact the supplier to arrange return or disposal
· Accept with justification as approved by the supervisor. (return to supplier, discard, or accept with justification as approved by supervisor).
· Record the corrective action taken and sign off.

7. Verification Procedures:
Record verification is required for every load. The verifier (operator or designate) reviews and signs off the Receiving Record for each delivery.
On-site verification is required at least once a month. The operator or designate observes the monitor completing the Receiving Record during a receiving activity and records the date, initials, and result (acceptable or unacceptable- requires follow-up) at the bottom of the record.
8. Records:
Receiving 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#, description of change and the personnel involved.
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