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Recall Process Flow Diagram – Key Activities 
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Steps Procedures Completed By 

1 
Separated and isolated all affected batches of ingredients/products – put On Hold 

signs and log information 

2 
Investigated and gathered all records of raw materials, mixing sheets, production 

sheets, lot identification and test results 

3 Completed product identification using the Recall Product Information Form 

4 
Determined product distribution and identified affected customers and completed 

Customer Distribution Record Form 

5 
Set up appropriate test program to provide technical information and analytical 

support using in-house lab and 3rd party lab 

6 Logged and verified product return and isolation 

7 Supervised corrective actions and disposition of the recalled product 

8 Completed Product Return Form  

Recall Procedures Checklist For HACCP Coordinator 

Completed By:___________________________       Date:________________ 

Start Action Log 

Steps Procedures Completed By 

1 
Verification of test results, customer complaints and other information to determine 

potential health hazard 

2 Recall log started to record decisions, actions and rationale 

3 Notified Executive Leadership  

4 Notified FDA for classification of recall 

5 Notified Director of Operations 

6 
Press Release form filled in and sent to Crisis Management Team for review and 

release within 2 hours 

7 Recall Summary and Evaluation Form completed 

8 Crisis Management Team kept informed of all actions taken 

9 Fill out Mock Recall Results and Review Form 

10 Mock Recall Forms and crises management logs filed  

Recall Activities Checklist For Crisis Team Lead 

Completed By:___________________________       Date:________________ 

Steps Procedures Completed By 

1 
Advised recall committee and director of operations of product recall, assemble 

team 

2 
Coordinated and verified implementation of recall activities and communications 

including:  cause of problem and corrective action 

3 Completed Recall Procedures Checklist Form 

4 Completed and sent out Urgent Product Recall Form 

5 Reviewed production requirements and available staffing to replace product 

6 Arranged for product replacement for the customer 

7 
Ensured that corrective action is effective and communicated to all supervisors to 

prevent reoccurrence of recall 

8 

Recall Procedures Checklist For Recall Coordinator 

Completed By:___________________________       Date:________________ 



SET TEAM GOALS FOR 

EXPECTED OUTCOME, 

KEY EXPECTATIONS 

FOR THIS EXERCISE 
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• Swiftly identify 100% of affected product 

• Develop Team Strategy 

• Learn from the Exercise 

• Strengthen Recall Plan 



The “SCENARIO” 
Code Date above decoded for purpose of exercise: 

(Julienne date 249 = Sept 6, 2012 at 21:31pm – factory 32, line 2, wrap line 2) 
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*** MOCK RECALL EXERCISE *** 

Factory Team: 
 

At 09:05 am we have received notification from the FDA that they have received multiple 

reports of illness tied to a recent shipment of cheese Danishes manufactured in our Salt Lake 

factory with a manufacture code date of: 
 

BEST IF PURCHASED BY 03/09/13, 249-32 002 21:31 2LAP 
 

Preliminary cultures have come back presumptive for Listeria Monocytogenes.   
 

We must assume that any product from this run CIP to CIP is suspect. 

Please commence “MOCK” recall exercise for the finished product associated to this product 
run CIP to CIP including all lots produced. 
 

Candy Dweyer, Corporate QSM 

Dandy Danishes 

129 Anytown, RI USA 

candy@dandy.com 
C:510.555-7825 P: 510-555-1395. 
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FIRST STEPS 
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1. START THE CLOCK (Based on Scenario Announcement) 

• Two Hour Goal  

• Four Hour Maximum 

 

2. COORDINATE YOUR TEAM 

3. IDENTIFY A  RECORD KEEPER 

4. LOCATE TRACE PROCEDURE/FORMS 

5. START ACTION LOG 

6. UTILIZING LOT CODE, IDENTIFY  

 PRODUCTION DATE 

7. COLLECT PRODUCTION DOCUMENTS  

        INCLUDING LOT CODE RECORD FOR  

        EACH INGREDIENT*   Copyright © 2012 



The president of the company calls …….. 
 

“We have never had a pathogen outbreak in the 25 year history of our Company 
what went wrong?”   
 

 
As the Quality Manager with Food Safety ownership you are in the cross hairs. 
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• Your company recently added cheese Danishes to the product line. 

• In order to expand into this new product line you needed to update the 

HACCP ingredient Hazards Analysis and add a new HACCP study as 

this was a new production line to your facility which was rated at 

medium risk while all others were low risk. 

• You attended a Micro in Foods Symposium last year in preparation for 

this development task to learn of the risks and critical limits to mitigate. 

• What might you have learned about Listeria Monocytogenes and other 

soft cheese?  Do they have a special food safety risk?  Did you capture 

this in your risk assessment and hazards analysis? 
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Is this what you should be focusing on right now? 
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Stay on point! 

 

Assure Senior Management that root cause analysis to determine cause 

and initiate preventative action will be a part of your investigation, 

however minimizing exposure for the company and eliminating the risk of 

injury to the public is your fiduciary and primary. 

 

Start the investigation and don’t be derailed by others’ priorities or 
objectives.  There will be time after removing the risk to identify root cause 

and develop corrective and preventative measures. 

 

In an actual RECALL, an event of this nature would be a CLASS I recall if 

the product had made it to the consumer shelves.  You will have an FDA 

officer in your factory to “assist” with the investigation shortly – timing  

depends on how far away they live. 
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What documents do I need to perform a Mock Recall-

Traceability Exercise? 
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NEXT STEP –  

           PERFORM MOCK EXERCISE 
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UTILIZING LOT NUMBER FROM IMPLICATED PRODUCT 

a) Identify exactly how much product was manufactured from the 

start of run to end of run. 

b) Identify how much product was lost to waste 

c) Identify if any product samples were retained 

d) Identify if any product was consumed in CCP verification tests. 

e) Identify how much product was transferred  from production to 

distribution 

 

(B + C + D + E) = A 
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iv. Identify where all product was shipped, again, remember any sales 

samples which may have gone out. 

v. (Mock) – contact all logistics carriers who delivered product to 

determine if any loads on hold or still in transit. Obtain physical count 

vi. (Mock) – contact all distribution warehouses that may have identified 

lot code in inventory. Obtain physical count. 

vii.Contact all route drivers* for DSD (Direct Store Delivery) have them 

(Mock) contact their customers to physically check shelves for any 

effected product. 
 

*  it is critical that sales be involved in mock recall exercises as they are the faces on the front line with 

customers.  It is also critical that they understand this is a MOCK exercise.  Table top exercises are 

recommended in the initial training phase. 

PERFORM MOCK EXERCISE  (continued) 
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Warehouse Receiving: Bill of Lading 
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Warehouse Documentation: Receiving Log 
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Receiving Documentation: Certificate of Analysis 
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http://www.ams.usda.gov/AMSv1.0/getfile?dDocName=

STELDEV3006743 

Do the 

specifications 

on the product 

spec meet 

government 

requirements? 
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Warehouse Documentation: Temperature Log 
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Batch Recipe 

 
(to be provided at workshop) 
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Batch lot code record 

 
 (to be provided at workshop) 
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Production Record: Downtime Log 
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Production Record: Mix Room Schedule 
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Production Record: Wrap Room Record 
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Production Record: Waste Log 
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Transfer Log: Distribution to customers 
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Recall Reconciliation Report 
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1. Discuss Product disposition options 

•  Destruction 

•  Animal Feed 

•  Secondary Market 

•  Employee Store 

•  Donation 

2. After Action Review 

1. Identify what went right  

2. Identify what went wrong 

• Discuss corrective actions 

• X-check with other FS systems 

3. Discuss proper method in dealing with FDA  

4. Discuss proper method in dealing with RFR 

5. Review other elements of Recall Plan 

• Release Method 

• Method of Communication 

• Customer Relations 

• Medial policy 

6. Discuss overall effectiveness of drill and frequency rate 

Final Steps 
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After the Battle …… 


