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1. Purpose: 
To ensure that products are shipped under sanitary and temperature-controlled conditions that protect them from contamination, deterioration, and temperature abuse during loading, transport, delivery, and customer pick-up.
2. Who: 
Workers trained for shipping
3. Frequency: 
[bookmark: _Hlk225513156]Each time product is shipped, including:
· Customer deliveries (non-refrigerated vehicle)
· Customer deliveries (refrigerated transport)
· Customer pick-up at the facility
4. Materials and Equipment
· Calibrated thermometer or data logger
· Approved Packaging Materials (e.g. totes, boxes, liners, etc.)
· Personal Protective Equipment (PPE) required by facility hygiene policy
5. Procedure:
5.1 Deliveries Using a Non-Refrigerated, Company Owned Vehicle: 
a. Obtain the Non-Refrigerated Shipping Record.
b. Before loading, ensure the vehicle is clean and free of incompatible materials (chemicals, manure, fertilizer, etc.). Record Truck Clean (Y/N) on the record. The truck must be clean before loading the products.
c. Record date, product description (fresh or frozen), customer name, and load time on the Non-Refrigerated Shipping Record. If shipping to more than one customer, each order is recorded on a separate row.
d. Take and record the product temperature (°C) at the facility before loading. Fresh/refrigerated product must be 4°C (40°F) or less; frozen product must be -18°C (0°F) or less and show no evidence of thawing. The products much be at or below the required limit before loading into the truck.
e. Take the Non-Refrigerated Shipping Record on delivery so that the unload time and product temperature can be recorded at the destination.
f. Upon delivery, record the unload time and take and record the product temperature (°C) to confirm it was maintained at or below 4°C (40°F) for fresh/refrigerated products. Ensure frozen product are      -18°C (0°F) and shows no evidence of thawing and is maintained below -18°C (0°F). If product is above the temperature limit when it arrives at the customer, see the Deviation and Corrective Actions section.
5.2 Deliveries Using Temperature Controlled Transport: 
a. Obtain the Shipping Record.
b. Record date, load time, product description (product name and quantity), batch number/pack date, and customer name on the Shipping Record. Note whether the product is fresh or frozen.
c. Take and record the product temperature (°C) at the facility before loading. Fresh/refrigerated product must be 4°C (40°F) or less; frozen product must be -18°C (0°F) or less and show no evidence of thawing. The products much reach the required limit before loading into the truck.
d. Take and record the truck temperature (°C) by reading the reefer unit display or using a calibrated thermometer. The truck temperature must be 4°C (40°F) or less if fresh/refrigerated products will be shipped and -18°C (0°F) or less if frozen products will be shipped. The truck much reach the required temperature limits before loading the products.
e. Record Truck Clean (Y/N) on the Shipping Record. The truck must be clean before loading the products.
f. Load all products through the designated Shipping Door.
g. Visually verify all products against the invoice to confirm the correct product is being shipped and that it is correctly labelled.
h. Record monitor and verifier initials on the Shipping Record.

5.3 Customer Pick-Up: 
a. Obtain the Customer Pick-Up Record.
b. Record date, product description (fresh or frozen), customer name, quantity, and load time on the Customer Pick-Up Record.
c. Take and record the product temperature (°C) at the facility before loading. Fresh/refrigerated product must be 4°C (40°F) or less; frozen product must be -18°C (0°F) or less and show no evidence of thawing. If not acceptable, see the Deviation and Corrective Actions section.
d. Record the reefer setting of the customer vehicle (if refrigerated), or note if non-refrigerated.
e. Assess and record whether the truck condition is acceptable (Yes/No). Note any issues that may affect product safety (vehicle cleanliness, incompatible materials, damage, etc.).
f. Once product has been loaded, both the monitor and the customer must initial the Customer Pick-Up Record, indicating that the customer accepts any risks associated with transport.
g. Provide the customer with safe handling instructions for the product if needed.
5.4 Loading Procedures
a. Wrap or package all products in totes, boxes, or approved packaging materials before loading.
b. Protect all products from direct contact with the vehicle floor; use pallets, liners, or appropriate packaging.
c. Do not load inspected meat with uninspected meat. Do not load meat products with chemicals, non-food items, or other incompatible materials.
d. Load product from designated shipping areas only. Do not load from active processing areas.
e. Record product description and quantity on the shipping record.
6. Deviation and Corrective Action Procedures:
· If the temperature of perishable refrigerated product is not at or below 4°C (40°F), do not load it for shipping until the temperature reaches 4°C (40°F) or less.
· If the temperature of perishable frozen product is not at or below -18°C (0°F), do not load it for shipping until the temperature reaches -18°C (0°F) or less.
· If the product is not completely protected from contamination (e.g., packaging is ripped, carcasses are not wrapped), do not load the product.
· If the delivery vehicle is dirty and poses a contamination risk, it must be cleaned before loading. If it cannot be cleaned in time, use an alternative vehicle.
· If incompatible materials are present in the vehicle (e.g., chemicals, manure, fertilizer), do not ship until hazardous materials have been removed and the vehicle has been cleaned.
· If product may deteriorate in any way during non-refrigerated transport (e.g., warm temperatures, long delivery), do not ship the product. If alternative measures are used (e.g., product in coolers, on ice, insulated blankets), these measures must be recorded.
· If product temperature is above 4°C (40°F) for refrigerated products or above -18°C (0°F) for  frozen products upon arrival at the customer, document the issue and return the product to the facility. Document the disposition of the product once it arrives back at the facility.
· Record the deviation and corrective action taken in the shipping record and sign off.
7. Verification Procedures:
Record verification is required for every shipment. The verifier (operator or designate) reviews and signs off the Incoming Materials Record for each delivery/pick-up.
On-site verification is required at least once a month. The operator or designate observes the monitor completing the Non-Refrigerated Shipping Record/ Shipping Record/ Shipping- Customer Pick-up 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:
· Shipping Record- Non-refrigerated
· Shipping Record
· Shipping- Customer Pick-Up 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:
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