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GMP P r o c e d u r e s D o cu m en t No.:
S u b je c t:  P e r s o n a l H y g ien e No. of R evision:

D a te  issu ed :
- P ag e:

P repared  by: A p proved  by:

PERSONAL HYGIENE PROCEDURE

1. Objective

To en su r e  that all e m p lo y e e s  and sta ffs  shall o p era te  their jo b s  h yg ien ica lly  in a c c o r d a n c e  
with person al h yg ien e  procedure.

2. Scope

T his procedu re co v ers  all w orks and op eration s o f all e m p lo y e e s , in clu d e plant m a n a g er  and  
visitors.

3. Definition

4. Responsibility

4.1 T he operator at loading yard
4 .2  T he operator at packing line .

. 4 .3  A ssistan t su p erv isor  of production dep artm en t
4 .4  Production su p ervisor
4 .5  T echn ical su p ervisor
4 .6  Administration supervisor

5. Procedures

5.1 D ressin g  P rocedure
5.1 .1  T he d r e s s e s  o f all sta ffs  shall conform  to the co m p a n y  rules a s  follow s.

a) Unloading Area, Line อ
- putting on T-shirt, pants, s h o e s ,  so c k s  and cap .
- E m p lo yees  at unloading area shall w ear b o o ts
b) Packing line and B a g s  preparation area
- putting on T-shirt, pants, s h o e s ,  so c k s  and cap . (At bags-p rep aration  

area em p lo y e e s  shall tak e off their s h o e s  b efo re  work)
c) Loading area
- putting on ", -shirt, pants, s h o e s ,  s o c k s  and ca p .
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5 .2  O ther P roced u res
5.2 .1  Do not sit and s le e p  at unloading a rea , packing lin e, s to c k p ile s , b a g s-  

preparation, and w a reh o u se
5 .2 .2  Sm okin g is a llow ed  on ly  at th e sm ok in g  areai
5 .2 .3  F ood s, can d y and gum  are not perm itted during w orking tim e.
5 .2 .4  G la ss  is not perm itted in all production area.
5 .2 .5  E m p lo y ee s ’ b e lo n g in g s  shall be kept in th e  lock ers  that m u st b e  c le a n e d  

by e m p lo y e e s .
5 .2 .6  Long or painted  fingernails are not perm itted.
5 .2 .7  All e m p lo y e e s  shall w a sh  their h a n d s b efore  g o in g  to work (both m orning  

and afternoon) and after using toilet facilities.
5 .2 .8  E m p lo y ees  w h o h a v e  w ounds on their h a n d s sh a ll u s e  b a n d a g e s  and  

w ear g lo v e s  b efore  working.
5 .2 .9  During w orks e m p lo y e e s  are not a llow ed  to bite fin gern a ils  or oth er  

im proper co n d u cts .
5 .2 .1 0  After w ash in g  h an d s, fa c e s , or b o d ie s , e m p lo y e e s  m ust en su r e  that their  

b od ies are dry b efore  goin g  to work.
5 .2 .11  Jew elry, n e c k la c e s , rings, w a tc h e s  and o th er o r n a m en ts  are not 

perm itted.

5 .3  M onitoring P roced u res o f P erson a l H ygiene
5 .3 .1  All resp o n sib le  sta ffs  shall ch eck  and record th e  d r e s s e s ,  c lo th in g , c a p s ,  

and c le a n n e s s  o f e m p lo y e e s  ev ery  m orning and a ftern oon  b efore  go in g  
to work.

- U nloading and Loading a r ea s  R ecord  C .P .1
- Line P ack  R ecord  C .P .2
-T e c h n ic ia n  R ecord  c .P .3
- S to ck s  R ecord  C .P .4

5 .3 .2  Production su p erv iso r  ch e ck s  and v erifies  record c .P .1 - 2  ev eryd ay . 
T ech n ica l su p erv iso r  ch e c k s  and verifies  record C .P .3  ev ery d a y . 
Adm inistration su p erv isor  ch eck s  and verifies record C .P .4  everyd ay .

5 .4  E m p lo y ee s  shall g o  to re ce iv e  annual m ed ica l exam in ation  at th e  h osp ita ls  that 
s ig n ed  contract with th e com p an y , and shall sen d  the reports to adm inistration  
departm ent.
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6. R e fe r e n c e s

7. Records

List of records Responsibility Duration for keeping

P erso n a l H yg ien e C.P.1 A ss ista n t S u p erv iso r  /  L oading op erator  
/  Production S u p erv iso r

3 M onths

P erso n a l H yg ien e C .P .2 P ack in g  Line op erator /  P roduction  
S u p erv iso r

3 M onths

P erso n a l H yg ien e C .P .3 T ech n ica l S u p erv iso r 3 M onths
P erso n a l H yg ien e C .P .4 A dm inistration S u p erv iso r 3 M onths
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PEST CONTROL PROCEDURE

1. Scope

1.1 Procedure to control an ts, co ck ro a ch es , rats and oth er in s e c ts  from  o u tsid e  to 
contam inate th e products.

1 .2  M ethods to s e le c t  P e s t  control co m p an y  and ch em ica l s u b s ta n c e s .
1.3 T his control procedu re d o e s  not inclu de in se c ts  that co m in g  with th e  raw m aterial 

su ch  a s  w e ev ils , caterpillars, and etc .

2. O b jec tiv e

T he objective of th is proced u re is to en su re  that th e production, p a ck a g in g  and s to ck  a r e a s  
are s a fe  from the in se c ts  and to prevent th e  contam ination  of th o s e  in se c ts . เท addition, it is 
u sed  to en su re that th e  products are c lean  en o u g h  to c o n su m e . T his p roced u re in clu d es th e  
se le c tio n  m ethods o f P e s t  Control C om p an y and environm ental and product friendly ch em ica l 
su b s ta n c e s .

3. Responsibility

•  Plant m an a ger
•  H ead o f S a fe ty  D epartm ent
•  T echnical S u p erv isor

4. Pest Control Program

P e s t Control and eradication M ethod F req u en cy R e sp o n s ib le
1. R a ts 1.1 Control and eradication

P la c e  g lu ed  m o u se  traps at m any location s  
in sid e  th e  building a s  sh ow n  in P C 1.

2  tim es/m on th S a fe ty

1.2 If th e prob lem s still occur, in crea se  the  
freq u en cy  of se r v ic e s  in m an y locations.

In crease  1 tim e  
/m onth  at th e  p lace  
found th e problem  
and th e  p lace

S a fe ty

105



GMP P r o c e d u r e s D o cu m en t No.:
S u b je c t:  P e s t  C on tro l P r o c e d u r e No. of R evision :

D ate issu ed :
P age:

P repared  by: A p proved  by:

1.3 C h eck  g lu ed  m o u se  traps and m o u s e  trail 
.insid e th e factory.

1.4 Rat eradication
Put the rats in th e  p lastic bag b efore  throw ing  
aw ay.

2. A n ts and 2.1 Control and eradication
C o ck ro a ch es  - O utside th e  building -  spray th e ch e m ica l and  

fum igation ou ts id e  th e factory  
Inside th e building -  paint th e ch em ica l or sp ray  
n on -scatter  ch em ica l ex cep t production line 
area If still found th e  problem  th e freq u en cy  will 
be in creased .

n earb y. S a fe ty
3 d a y s  after  p la c e  
g lu ed  m o u s e  traps. 
Im m ed iate  after S a fe ty  
found  rats at g lu ed  
m o u s e  traps.

1 tim e/m on th  C on tractor

D o th e  s e r v ic e  until C o n tractor  
n o prob lem  fou n d

3. Night 
in sect

3.1 Control and eradication
Attach light bulbs to in d u ce in sec t b en ea th  th e  
finished product s to ra g e  tanks.

T ech n ic ia n

3 .2  C lean  th e in sec t traps. 1 t im e /w e ek T ech n ic ia n

3 .3  C h an ge light bulbs accord ing to their product, 
lifes.

1 tim e /y e a r T ech n ic ia n

4: Bird 4.1 Inspect th e  condition of bird-protecting n ets . 1 tim e/m on th T ech n ic ia n
4 .2  Inspect and d estroy  bird inhabits. 1 tim e/m on th T ech n ic ia n

5. Criteria to select Pest Control Company

5.1 C om p an y ability to provide serv ice
M ust h av e en ou gh  eq u ip m en ts  and ch em ica l s u b s ta n c e s  or p e s t ic id e s  and ab le  to  
provide se r v ic e s  that co v er  the factory's prob lem s.

5 .2  C om p an y e x p er ie n ces
H aving at lea st 1 yea r  ex p er ien ce  of P e s t  Control in th e  factorys or food  
m anufacturers.

5 .3  C lear working procedu re.
5 .4  Sufficiently serv ice  a s  requirem ent and ab le  to  provide extra s e r v ic e  if th e  se r v ic e  is  

u n satisfied .
5 .5  Right working p ro cess .
5 .6  C oncern  th e serv ice  provider’s  sa fety .
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W ear fully-protected cloth, g lo v e s  and ch em ica l prevention  m a sk s  w h ile  perform ing  
th e tasks.

5 .7  C hem ical su b sta n ce  u sed
T he chem ical su b s ta n c e  u sed  m ust h a v e  right registration and h a v e  right to p o s s e s s  
accord ing to Food and Drug Adm inistration and Ministry o f P ublic H ealth . E very tim e  
using chem ical su b s ta n c e  m ust be under th e  su p erv isio n  o f H ead  o f S a fe ty  
Departm ent.

5 .8  K n ow led ges and sk ills o f th e sta ffs.
P e s t  Control C om p an y  m ust provide a d e q u a te  training to th e  s ta ffs  w h o p rovid e  
serv ic e  regularly. And th e  sta ffs  m ust understand  h ow  to u s e  th e  eq u ip m en t an d  
chem ical su b sta n c e s .

5 .9  Report
R eport the result of p erform an ce after th e  serv ic e  .

5 .1 0  R ead y  to g ive  ad v ice  and serv ic e  during em e rg en cy  period.

6. Attachment

6.1 P osition s o f g lued  m o u se  traps and ind u ced  in sec t  light bulbs (PC 1)
6 .2  R ecord o f  th e in sp ection  o f the g lu e  m o u se  traps and m o u se  trail (PC 2)
6 .3  R ecord o f th e  in sp ection  o f an ts and co c k r o a c h e s  at e a c h  location  (P C 3)
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WATER CONTROL PROCEDURE

1. Objectives

To en su re  that th e w ater u se d  in production p ro cess  o f th e  factory is c le a n  and will not b e  
harmful to  co n su m ers.

2. Scope

T h e m ea su rem en t is u sed  for w ater  quality control in production p r o c e ss .

3. Definition

4. Responsibility

4.1 Plant M anager is r e sp o n sib le  for providing and contacting w a ter  te s tin g  co m p a n y .
4 .2  S a fety  S u p erv isor  is resp o n sib le  for following up and sp ec ify in g  p la c e  to co llec t  

s a m p le s  o f w ater.
4 .3  T echn ical S u p erv isor  is resp o n sib le  for m aintaining th e  filter and w a ter  pipe.

5. Work Process

5.1 P lant M anager p rov id es and co n ta cts  w ater testin g co m p a n y  to in sp ec t w ater quality  
u sed  in production p r o c e s s  every  m onth accord ing to criteria in N o .6 .

5 .2  T echn ical S u p erv isor  m aintains th e  filter accord ing to P reven tion  M ain ten an ce  
Program .

5 .3  S a fety  S u p erv isor  fo llow s up and sp ec ify  p lace  to co llec t w ater s a m p le s  to  w ater  
testin g  com p an y . S p e c if ied  p lace is  -
5 .3 .1 . W ater tank after th e  w ater c o m e  out from the filter

5 .4  Plant M anager c o m p a res  w ater quality te s t  with the standard o f drinking w ater. If th e  
quality d o e s  not reach  th e  standard, no. 5 .5  m ust be p ro ceed ed .

5 .5  W ater testin g  co m p an y  co llec ts  w ater for the se c o n d  test and tech n ic ia n s  in sp e c ts  
the filter, including m a in ten a n ce  sy s te m  and w ater p ipes.

5 .6  If the se c o n d  test resu lt d o e s  not m ee t th e standard, P lant M a n a g e  will rev ise  th e  
problem  and find th e  corrective action. 6

6. Criteria for Selecting Water Testing Company

6.1 Ability to provide se r v ic e
Must h a v e  sufficient testin g  equ ipm ent and reliable te s t  result.
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6 .2  C om pany e x p e r ie n c e s

At least 1 year e x p e r ie n c e  in w ater  quality control.
6 .3  H ave clear working p r o c e s s
6 .4  A ble to visit and co llec t w a ter  sa m p le  in short period o f tim e
6 .5  Right working p roced u re
6 .6  K now ledge and sk ills o f th e  te s te r
6 .7  Quick test result
6 .8  Giving a d v ise  w h en  problem  arise

7. Documentation

7.1 S a fety  S u p erv isor  co lle c ts  th e  te s t  result for 1 y ea r

8. Reference

8.1 Siw aporn S iw a v ec h , “S anitary in a food  factory”, K asetsart U niversity, Fifth ed ition , 
1999.

9. Appendix

9.1 W ater Quality s ta n d a rd  for P roduction P r o c e s s  T ab le
9 .2  E xam ple o f W ater Q uality T e s t  R esu lt
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Table 1 standard water quality according to Ministry of Public Health

Announcement no.61 (2542) Subject: Drinking water in close utensils

P h y sics  Q ualification
Color Not m ore than  2 0
O dor H ave no odor, not in clu d e C h lorine od
Turbidity N ot m ore than  5 .0
pH V alue B etw ee n  6 .5  -  8 .5

C h em ical Q ualification
Total so lid s N ot m ore than 1 ,0 0 0  ทาg./1  kg.
Total h ard n ess  ex p r e s se d  a s  C a C 0 3 Not m ore than 3 ,0 0 0  m g./1 kg.
Fluoride ex p r e s se d  a s  fluorine N ot m ore than 1 .5  ทาg./1  kg.
Album inoid am m onia e x p r e s se d  a s  A m m onia Not m ore than 0.1 ทาg ./1 k g .
F ree A m m onia ex p r e sse d  a s  A m m onia Not m ore than 0.1 m g./1 kg.
N itrates ex p r e sse d  a s  N itrogen Not m ore than 4 .0  ทาg./1 kg.
Nitrite e x p r e sse d  a s  N itrogen Not m ore than 0.1 ทาg./1 kg.
Iron Not m ore than 0 .5  ทาg./1 kg.
Lead Not m ore than  0.1 m g./1k g .
A sen ic Not m ore than 0 .0 5  ทาg./1 kg.

B acteria Q ualification
Standard p late count Not m ore than 5 0 0  C o lon y
M ost P robable N u m b er o f Coliform  O rganism  

per 100  ml (M .P.N .)
M ust le s s  than 2 .2

E .C o lity p e  1 (esch er ich ia  coli) N on e
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GLASS CONTROL PROCEDURE

1. Objective

T o control and prevent th e  contam ination  o f g la s s  in th e  product.

2. Scope

G la ss  in th e  factory building su ch  a s  d o o rs , w in d ow s, eq u ip m en t that h a s  parts m a d e  up  
o f  g la s s , g la s s  w a res or u ten sils

3. Definition

4. Responsibility

4.1 S u p erv isor  o f all d ep artm en ts
4 .2  P lant M anager

5. Working Procedures

5.1 G la ss  Control Policy
5.1 .1  All em p lo y e e s  are not allow ed to bring any w a re that m a d e  o f g la s s ,  w h ich  is 

not involves with the production works.
5 .1 .2  Any b ev era g e  con ta in ed  in g la s s  is not perm itted.
5 .1 .3  D o not ch a n g e  light bulbs, w in dow s, and oth er g la s s  th in gs . If n e c e s sa r y , th e  

e m p lo y ee  m ust inform su p erv iso r  of that d ep artm en t in order to sto p  w orking, 
and k eep  th e products and equ ip m en t aw ay , or c o v e r  th em  to p reven t  
contam ination . If th e g la s s  is broken during ch a n g in g , no. 5 .1 .4  m ust b e  
p ro ceed ed .

5 .2  T he control o f parts o f building, m aterials, and eq u ip m en t that are m a d e  o f g la s s
5 .2 .1  Supervisor o f e a ch  dep artm ent lists all w in d ow s, d o o rs, m ateria ls and

equ ipm ent that are m ad e of g la s s . C h eck  their con d ition s b efo re  working and  
record in the “G la ss  R egistry Report" ( s e e  re feren ce).
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5 .2 .2  If th ere is anything broken or d a m a g ed , th e  e m p lo y ee  m u st inform  tech n ica l  
dep artm en t and record in “G la ss  R egistry R eport”. เท th e  c a s e  that is 
n e c e s sa r y  to install new  g la s s  equ ipm ent, the e m p lo y e e  m u st inform th e  
su p erv isor  to reg ister  th e n ew  equ ip m en t in th e report.

5 .3  เท the c a s e  that there is broken g la s s  found.
5 .3 .1  S ep a ra te  products that h ave g la s s  contam ination , including with th e  products 

that are p o ssib le  to  be con tam in ated . C o n seq u en tly , inform s a fe ty  su p ervisor.
5 .3 .2  S ep a ra te  the area  that h as broken g la ss , and c lean  it by p la stic  b ro om s and  

vacu u m  clean er.
5 .3 .3  R ecord  in the product hold record.

5 .4  W h en  th ere is an y  g la s s  brought in th e production area, production s ta ffs  m u st record  
th e  num ber o f g la s s  brought in and out. If th ere is any g la s s  broken, p r o cee d  a s  no. 
5 .3 .

5 .5  Q C  sta ffs  are resp o n sib le  for sam pling th e  products in production line in order to  
en su re  that there is no g la s s  contam ination.

5 .6  P lant M anager is resp o n sib le  for verifying all records.

6. References 7

7. Record

7.1 G la ss  R egistry  Report.
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Glass Registry Report 

Production L ine........... Month.

Lists/Date 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1. L a m p s .......................... P cs .
-—2. W in d o w s......................P c s .

3. Light B u lb s ................ P cs .
4. E m erg en cy  L igh ts............... P c s .
5. D o o r s ............................ P c s .
6. F lu o r e s c e n t ...............P cs .

—
Inspector
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GMP Procedures D o cu m en t No.:
Subject: Cleaning Procedure No. of Correction:

D ate issu ed :
P age:

P repared  by: A pproved by:

CLEANING PROCEDURE

1. Objective

T h e ob jective  o f th is p roced u re is to en su re  that ail production a r e a s  are c lea n  en o u g h  for  
s a f e  co n su m in g  and cu s to m e r ’s  sa tisfaction . M oreover, it can  help  p reventing co n ta m in ation  
o f th e  products.

2. Scope

C lean in g  all a r ea s  o f factory both inside and outside.
C lean in g  eq u ip m en t, m a ch in es , production area, and loading and unload ing area .

3. Définition

4. Responsibility

4.1 P lant M anager
4 .2  P roduction S u p erv isor
4 .3  A ssista n t Production S u p ervisor
4 .4  T ech n ica l S u p erv isor
4.5 S a fe ty  S u p ervisor
4 .6  Q uality Control S u p e r /iso r

5. Working Procedures

5.1 'S ep a ra te  a r e a s  o f c lean in g  into three parts, which are the resp on sib ilities o f T ech n ica l 
S u pervisor, Production Supervisor, and S afety  Supervisor.

5 .2  T he resp on sib ilities o f su p erv iso rs are a s  follow s.
•  S a fe ty  S u p ep /iso r  is resp on sib le  for clean ing floor inside and o u ts id e  th e factory.
•  Production S u p erv isor  is  resp on sib le for clean in g  equ ip m en t, products, b ag -  

arran gem en t area, and loading and unloading area.
•  T ech n ica l S u p ervisor is resp on sib le for clean in g  m ach in e, and production line (b u ck et  

elevator, con veyor, h op p ers, and other m ach in es).
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5 .3  C lean ing program  c o n s is ts  o f  c lean in g  m eth o d s , freq u en cy , responsib ility  p erso n , record , 
and m onitoring in a c co rd a n ce  with th e responsib ility .
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I ' GMP Procedures D o cu m en t No.:
S u b je c t:  C le a n in g  P r o c e d u r e N o. o f Correction:

D a te  issu ed :
P a g e :

5 .3 .1  T h e R esp o n sib ility  of S a fe ty  S u p e iv iso r

A r e a /E q u ip m e n t/M a c h in e Cleaning Methods Frequency Done by Responsibility Record Monitoring
Person

1. Floor o u ts id e  th e • S w e e p  by b ro om s. ev ery d a y C lean ing S a fe ty  S u p erv isor Log b ook  no. 1 Plant m a n a g er  or Q uality
factory. • S w e e p  by b ro om s and  

w a sh e d  by fire pum p.
ev ery  m onth o p era to rs control S u p ervisor

2. Floor insid e th e
factory.1

2.1  Packing Lines, Packing • S w e e p  by b ro om s. ev ery d a y C leaning S a fety  S u p erv isor Log b ook  no. 1 P lant m a n a g er  or Q uality
H oppers. • W ipe by d a m p  clo th s. ev ery  2 d a y s o p era to rs control S u p ervisor

2 .2  Finished s to r a g e • S w e e p  by b room s. ev ery d a y C leaning S a fe ty  S u p ervisor Log b ook  no. 1 Plant m a n a g er  or Q uality
T anks, Control room , 
and S to ra g e  T anks.

• W ipe by d am p  clo th s. e v ery  2 d ay s o p era to rs control S u p ervisor

2 .3  S tock p ile  o f  raw • S w e e p  by b room s. ev ery d a y C leaning S a fety  S u p ervisor Log b ook  no. 1 P lant m a n a g er  or Q uality
m ater ia ls, and Line D • W ipe by d am p  clo th s. ev ery  2 d ay s o p era to rs control S u p ervisor



GMP Procedures D o cu m en t No.:
S u b je c t :  Cleaning Procedure N o. o f C orrection: ;

D a te  issu ed :
P a g e :

5 .3 .2  T he R esp o n sib ility  o f P rodu ction  S u p erv iso r

Area/Equipment/Machine Cleaning Methods Frequency Done by Responsibility Record Monitoring
Person

1. Bag-arrangement area

1.1 Rice bags • Cover by plastic sheets Every time after On-site operators Packing Line Supervisor, Log book no. 2 Plant manager or Quality control
work Production Supervisor Supervisor

1.2 Floor • Sweep by brooms Every time after On-site operators Packing Une Supervisor, Log book no. 2 Plant manager or Quality control
work Production Supervisor Supervisor

2. Stockpiles of Finished 
Products

2.1 Pallets. • Blow by air pipe. everyday Assistant Packing Line Supervisor, Log book no. 2 Plant manager or Quality control
Production Supervisor Supervisor

2.2 Plastic sheets. t Blow by air pipe. everyday Assistant Packing Line Supervisor, Log book no. 2 Plant manager or Quality control
Production Supervisor Supervisor

3. Unloading area

3.1 Around the area • Blow by air pipe and sweep every time 2 of unloading Assistant Production Log book no. 2 Plant manager or Quality control
by brooms before and after operators Supervisor, Production Supervisor
unloading. Supervisor

• Cover กcor by cloth before 
unloading.

• Clean the cloth after use.

3.2 On the unloading holes 1• Open the covered cloth every time 2 of unloading Assistant Production Log book no. 2 Plant manager or Quality control
before unloading operators Supervisor, Production Supervisor

• Blow by air pipe and sweep 
by brooms before and after 
unloading,

Supervisor

• Cover by cloth after cleaning '

3.3 Bucket Elevator (El, E2) • Blow by air pipe after every time 2 of unloading Assistant Production Log book no. 2 Plant manager or Quality controlcleaning operators Supervisor, Production Supervisor
— — ... - ... Supervisor

ro๐



GMP Procedures Document No.:

Subject: Cleaning Procedure No. of Correction:

Date issued:

Page:

3.1

3.2

Stockpiles of raw materials

Pallets

»

•

•

Remove rice from buckets 
and blow by air pipe both 
after unloading and cleaning

Sweep by brooms before 
unloading

Sweep by brooms

every time 

every time

2 of unloading 
operators

2 of unloading 
operators

Assistant Production 
Supervisor, Production 
Supervisor 
Assistant Production 
Supervisor, Production 
Supervisor

Log book no. 2 

Log book no. 2

Plant manager or Quality control 
Supervisor

Plant manager or Quality control 
Supervisor

4. Packing Une

4.1 Platform • Blow by air pipe everyday Packing operators Packing Line Supervisor, Log book no. 2 Plant manager or Quality control
• wipe by damp clothes weekly Assistant Production Supervisor Supervisor

4.2 Weighing machine • 1 Blow by air pipe weekly Assistant Packing Line Supervisor, Log book no. 2 Plant manager or Quality control
• Clean dashboard by brushes Packing Line Production Supervisor Supervisor
• Wipe externally by damp Supervisor

clothes

4.3 Platform Scale, Box • Wipe by dry clothes weekly Packing operators Packing Line Supervisor, Log book no. 2 Plant manager or Quality control
tightening machine Production Supervisor Supervisor

4,4 Conveyor • Clean by dry clothes every time Packing operators Packing Line Supervisor, Log book no. 2 Plant manager or Quality control
Production Supervisor Supervisor

4.5 Sewing machine • Blow by air pipe after work every time Packing operators Packing Line Supervisor, Log book no. 2 Plant manager or Quality control
Production Supervisor Supervisor

j 4.6 Fans • Blow by air pipe and wipe by monthly Assistant Packing Line Supervisor, Log book no. 2 Plant manager or Quality control
dry clothes Production Supervisor Supervisor

4.7 Floor • Blow by air pipe and sweep every time Packing operators Packing Line Supervisor, Log book no. 2 Plant manager or Quality control
by brooms after work Assistant Production Supervisor Supervisor

4.8 Forklift • Blow by air pipe and wipe by every time Driver Technical Supervisor, Log book no. 2 Plant manager or Quality control
dry clothes Production Supervisor Supervisor

5. Loading Area

5.1 Floor • Sweep by brooms every time before Assistant, Cleaning Loading Supervisor, Log book no. 2 Plant manager or Quality control
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Subject: Cleaning Procedure N o. o f C orrection:

D a te  issu ed :
P a g e :

loading Operators Production Supervisor Supervisor
5.2 Inside the containers • Blow by air pump, check the 

leakage and moisture, The 
use of brooms Is prohibited

every container Assistant, Loading 
Supervisor

Loading Supeivisor, 
Production Supervisor

Log book no. 2 Plant manager or Quality control 
Supervisor

5.3 Products before loading • Wipe by dry clothes every container Assistant, Loading 
Supervisor

Loading Supervisor, 
Production Supervisor

Log book no. 2 Plant manager or Quality control 
Supervisor

5 .3 .3  T he R esp on sib ility  of T ech n ica l S u p e rv iso r

Area/Equipment/Machine Cleaning Methods Frequency Done by Responsibility
Person

Record Monitoring

1. Bucket Elevator

1.1 Floor • Cover by cloth and use Weekly Assistant Technical Supervisor Log book no. 3 Plant manager or Quality control
vacuum cleaner. technicians Supervisor

1.2 S t ru c tu re • Blow by air pipe and wipe by Weekly Assistant Technical Supervisor Log book no. 3 Plant manager or Quality control
cloth technicians Supervisor

1.3 T o p  o f  th e  m a c h in e • Blow by air oipe both inside Weekly Assistant Technical Supervisor Log book no. 3 Plant manager or Quality control
and outside. technicians Supervisor

1.4 Buckets and conveyor • Blow by air pipe Weekly Assistant Technical Supervisor Log book no. 3 Plant manager o r  Quality c o n t ro l

• Operate the machine for 3 technicians Supervisor
min. and check cleanliness.

1.5 C o n v e y o r ,  m o to r , chain and • Follow Preventive Weekly Electrical & Technical Supervisor Log book no. 3 Plant manager or Quality c o n t ro l

other devices, Maintenance Program Mechanical Supervisor
Technicians

2, Belt Conveyors

2.1 C o n v e y o r • Blow by air pipe and wipe by Weekly Assistant Technical Supervisor Log book no. 3 Plant manager or Quality control
damp cloth. technicians Supervisor

2 .2 S te e l fra m e • Wipe by damp cloth. Weekly Assistant Technical Supervisor Log book no. 3 Plant manager or Quality control
technicians Supervisor

2 .3 R o lle rs • Wipe by dry cloth. Weekly Assistant Technical Supervisor Log book no. 3 Plant manager or Quality c o n t ro l
technicians Supervisor

2 .4 C o n v e y o r « Follow Preventive , Weekly Electrical & Technical Supervisor Log book no. 3 Plant manager or Quality control
Maintenance Program Mechanical Supervisor

roK3



GMP Procedures D o cu m en t No.:
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• D a te  issu ed :
P a g e :

Technicians
3. Pre-deaner • Follow Preventive 

Maintenance Program
Weekly Electrical & 

Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

4. De-stoner • Follow Preventive 
Maintenance Program

Weekly Electrical & 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

5. Rice Polisherj
• Follow Preventive 

Maintenance Program
Weekly Electrical 8t 

Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

j  6. Airleg Aspirator • Follow Preventive 
Maintenance Program

Weekly Electrical & 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

7. Sieving Machine • Follow Preventive 
Maintenance Program

Weekly Electrical & 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

8. Grader « Follow Preventive 
Maintenance Program

Weekly Electrical รเ 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

9. Drum Sieve 1,2 • Follow Preventive 
Maintenance Program

Weekly Electrical 8i 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

10. Air Lock • Follow Preventive 
Maintenance Program

Weekly Electrical 8i 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

11. Weighing Machine • Blow by air pipe, and wipe 
externally by clothes,

• Follow Preventive 
Maintenance Program

Weekly Assistant 
technicians 
Electrical & 
Mechanical 
Technicians

Technical Supervisor 

Technical Supervisor

Log book no. 3 

Log book no. 3

Plant manager or Quality control 
Supervisor
Plant manager or Quality control 
Supervisor
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12. Forklift • Blow inside and outside by air 
pipe

• Follow Preventive 
Maintenance Program

Everyday

Weekly

Driver

Electrical & 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

13. Valve • Blow inside and outside by air 
pipe

• Follow Preventive 
Maintenance Program

Weekly Electrical & 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

14. Dust bags • Follow Preventive 
Maintenance Program

Weekly Electrical & 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

15. Fans • Follow Preventive 
Maintenance Program

Weekly Electrical & 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

16. Box Control • Follow Preventive 
Maintenance Program

Weekly Electrical & 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

17. Air Com Line A

j

• Follow Preventive 
Maintenance Program

Weekly Electrical & 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

1 18, Air Com Line B, c • Follow Preventive 
Maintenance Program

Weekly Electrical
Technicians

Technical Supervisor Log book no, 3 Plant manager or Quality control 
Supervisor

19, Air Com Packing Line « Follow Preventive 
Maintenance Program

Weekly Electrical
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

20. Hoppers • Blow outside by air pipe, and 
clean inside by broom.

• Follow Preventive 
Maintenance Program

Weekly

Weekly

Assistant 
technicians 
Electrical & 
Mechanical 
Technicians

Technical Supervisor Log book no. 3 Plant manager or Quality control 
Supervisor

21, Storage Tanks • Wipe the Inner supports by Weekly Assistant Technical Supervisor Log book no. 3 Plant manager or Quality control

K)
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S u b je c t:  C le a n in g  Procedure N o. o f C orrection:

D a te  issu ed :
P a g e :

damp cloth, and clean inside 
by broom.

technicians Supervisor

• Follow Preventive Weekly Electrical &
Maintenance Program Mechanical

Technicians

22. Finished Product storage • Wipe the inner supports by Weekly Assistant Technical Supervisor Log book no. 3 Plant manager or Quality control
Tanks damp cloth, and clean the top 

by brooms.
technicians Supervisor

• Follow Preventive Weekly Electrical &
Maintenance Program Mechanical

Technicians

23, Packing Hoppers • Wipe the inner supports by Weekly Assistant Technical Supervisor Log book no. 3 Plant manager or Quality control
damp cloth, and clean the top 
by brooms.

technicians Supervisor

• Follow Preventive Weekly Electrical &
Maintenance Program Mechanical

Technicians
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6. References

7. Records

List of records Responsibility Time for keeping

Log b ook  no. 1 S a fe ty  S u p erv isor 3 m on th s
Log b ook  no. 2 Production S u p erv isor 2  y ea rs
Log b ook  no. 3 T ech n ica l S u p erv isor 2 y ea rs
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QMP PROCEDURE

SUBJECT: IDENTIFICATION AND TRACEABILITY 

PROCEDURE

ISSUED BY CHECKED BY APPROVED BY

............../ .............. / ............. ............. / ........ . ไ . . / ........... /  /  .

D e p a rtm en t/S e c tio n QMR S ectio n  M an ager
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P ro c e d u re D ate issu ed :
P age:

P rep a red  by: A pproved by:

ID E N T IF IC A T IO N  A N D  T R A C E A B I L I T Y  P R O C E D U R E

1. O b je c t iv e

T h is p ro ced u re  is u se d  to  identify p rod u cts’ lot num ber in e a c h  lot o f production in order to  
trace  b ack  w h ich  s to r a g e  tack, production line, and fin ished product s to ra g e  tank th e  products  
c a m e  from  w h en  th at lot of p rod u cts is found to b e  risky to co n su m e rs . S u b seq u en tly , c a u se  
o f  th e  problem  sh a ll b e  in v estig a ted , and th e  corrective action  m ust b e  d o n e .

2. S c o p e

2.1  T h e  identification of lot num ber insid e (e .g . p lastic b a g s  and inner b a g s) and ou tsid e  
(e .g . p o lyp rop y len e b a g s  and b o x e s )  th e  p ack agin g .
2 .2  R ecord  th e flow  from raw m aterials, production p r o c e s s e s  to  fin ished  g o o d s  in order 

to  u s e  a s  th e  re fe ren c e  for trace back th e products.

3. D e fin it io n

4. R e s p o n s ib i l it y

4.1 P lant M an ager
4 .2  M arketing D irector
4 .3  P rodu ction  S u p erv iso r
4 .4  A ss is ta n t  P rodu ction  su p erv iso r
4 .5  T ech n ica l S u p erv iso r

5. P r o c e d u r e s

5.1 P lan t m a n a g er  p rocu res th e  lot num ber printer for installing at all packing lines.
5 .2  P lant m a n a g er  is r e sp o n sib le  for determ in ing th e  cod in g  sy s te m  of the product. T he  

c o d e  sh all rep resen t th e  d a te  of production, production line.
5 .3  P rod u ction  su p erv iso r  sh a ll s e t  up th e  c o d e  in e a c h  packing line before starting  

o p era tio n s  in a c c o r d a n c e  with th e  d eterm in ed  cod in g  sy s te m .
5 .4  T h e  p rod u cts that are a lread y p a ck a g ed  sh all be printed the co d e  ou tsid e , and shall 

b e record ed  in th e  pack ing record.
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5 .5  เก order to  trace  back th e  a ffected  product accord ing to the cu sto m er  com plaint, 
m arketing director sh all inform th e  inform ation of product and problem  to th e  plant 
m an a ger .

6. References
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QMP PROCEDURE

SUBJECT: HOLD AND RELEASE PROCEDURE

IS S U E D  B Y C H E C K E D  B Y A P P R O V E D  B Y

............../ ............. ............. / ..........  / /  /

D ep a rtm en t/S ec tio n QMR S ec tio n  M an ager

1 30
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D ocu m en t No.:
No. of Correction: 
D ate issu ed :  
P age:

P rep ared  by: A pproved by:

HOLD/RELEASE PROCEDURE

1. Objective

T h e ob jective  o f th is p rocedu re is  to  provide a form al working procedu re for holding and  
r e le a s e  p roducts w h en  th ey  are con tam in ated  or do not conform  to th e  requirem ents.

T his p roced u re is u sed  to hold raw m aterials or products in th e  production line and fin ished  
g o o d s  in c a s e  that th e  products are positively  found to b e  harmful to co n su m ers . Furtherm ore, 
it in vo lves  k eep in g  th o se  con ta m in ated  products in th e  restricted area  and re lea sin g  them  
after th e  in sp ection  and investigation  co m p lete .

3. D e fin itio n

4. R e s p o n s ib ility

4.1 P lant M an ager
4 .2  Q uality Control S u p erv isor
4 .3  P roduction  S u p ervisor
4 .4  A ss ista n t Production S u p erv iso r
4 .5  T ech n ica l S u p erv isor
4 .6  S a fe ty  S u p erv isor

5. P ro c e d u re s

5.1 W h en  so m eth in g  unusual or contam ination  of the products, w hich m ay occu r from the  
production  p r o c e s s  or th e condition  of th e  factory, are found, th e su p erviso r of that 
area  is re sp o n sib le  to  s to p  th e  work tem porarily and m ust inform the plant m a n a g er  
su d d en ly . C o n seq u en tly , th e  su p erv iso r  m ust se n d  th e report to  the plant m an a ger.

5 .2  P lant m a n a g er  sh all in sp ec t and in v estig a te  at th e  problem  area to s e e  w h eth er the  
inform ation from th e  report is sim ilar to th e  real incident. If it ten d s  to be harmful to

2. S c o p e
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co n su m e rs , th e  plant m an a ger  shall hold th e products accord in g  to  th e report in No. 
5.1.

5 .3  T o hold th e  p roducts, th e area  w h ere th e products are kept m ust b e  iso la ted  from  th e  
other c le a n  products. C o n seq u en tly , th e sa fe ty  su p erv isor  sh all label th e s e  products  
a s  d e fe c te d  products.

5 .4  P lant m a n a g er  sh a ll inform th e  ev en t to Quality Control D epartm ent to in sp ec t and  
te s t  th e  p rod u cts in detail. T h en , th e quality control su p erv iso r  shall report th e  
co n c lu s io n  in th e  product hold record and subm it to  th e  plant m an a ger.

5 .5  After exam in in g  c a u s e s  and co n d ition s o f g o o d s  in a c co rd a n ce  with th e product hold 
report, th e  plant m a n a g er  sh a ll m ake a d ec isio n  w h eth er th e  products sh ou ld  be  
rew orked, throw n aw ay , or d estro y ed , and he m ust record and k ee p  th e  resu lts for 
r e fe ren c es .

5 .6  เท th e  c a s e  that th e  products m ust b e  thrown aw ay, it m e a n s  that th e  products will be  
so ld  for unsanitary rice for feed in g  an im als. 1

6. References

132



G M P P r o c e d u r e s D o cu m en t No.:
S u b je c t:  H old  a n d  R e le a s e  P r o c e d u r e No. of Correction:

D ate issu ed :
P age:

P rep ared  by: A pproved by:

PRODUCT HOLD RECORD

D ate
P art A In form er From

อ R e c e iv e  raw m aterials from
□ S to ra g e  T ank No.
□ Production Line (A, B, or C)
□ F in ish ed  P roduct s to r a g e  T ank No.
อ P rod u ct’s  N a m e
□ V olu m e of Product

D escrip tion  o f Problem .

(P o sition )

__________________________ (S ign atu re)

P art B  P la n t M a n a g e r

□  Insp ection  at th e  problem  area
□  Hold
อ  Not Hold

P a rt c Q u a lity  C o n tro l S u p e r v is o r  (เท c a s e  that th e  d eta iled  in sp ection  is n e c e s sa r y )
R esu lt o f Insp ection

C a u s e s  o f  P roblem

A p p rove to
□  R e le a s e  
อ  Hold
□  R ew ork

P art D A p p r o v a l F ro m  P la n t M a n a g e r

(S ignature)

(S ignature)
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QMP PROCEDURE 

SUBJECT: RECALL PROCEDURE

I S S U E D  B Y C H E C K E D  B Y A P P R O V E D  B Y

............../ .............. / ............. ............. / ........  / /  /

D ep a rtm en t/S ec tio n QMR S ec tio n  M anager
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G M P  P ro c e d u re s D ocum ent No.:
S u b je c t: R e ca ll P ro c e d u re No. of Correction:

Date issued:
P age:

P repared  by: A pproved by:

R E C A L L  P R O C E D U R E

1. O b je ctiv e

T he ob jective o f th is proced u re is to  recall all products that m ay b e co n ta m in ated  with 
m icrobiological, ch em ica l, and p h ysica l hazard s, and are harmful to  co n su m ers .

2. S c o p e

T h e co m p a n y  m u st recall all con tam in ated  products from th e  factory area , im porters, retailers, 
and en d  co n su m e rs .

3. D efin itio n

4. R e s p o n s ib ility

4.1 T op  M an agem en t
4 .2  P lant M an ager
4 .3  M arketing Director
4 .4  P roduction  S u p erv isor
4 .5  T ech n ica l S u p erv isor
4 .6  Q uality Control S u p erv isor

5. W o rk in g  P ro c e d u re s

5.1 เท th e  c a s e  that a problem  is found in th e  products, all su p erv iso rs  m ust co llect th e  
inform ation including with lot num ber, record and subm it to  the plant m an a ger.

5 .2  เท th e c a s e  that a problem  is found by a custom er, th e  m arketing director shall sen d  
th e  detail o f problem  to th e  plant m a n a g er  after receiving the cu s to m e r ’s  com plaint. If 
p o ss ib le , th e  sa m p le  o f d e fe c te d  products should be req u ested .

5 .3  T h e plant m a n a g er  sh all inform and s e t  up a m eetin g  of all d ep artm en ts in the factory; 
th en , th e  problem  identification and a n a ly sis  shall be carried out.
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G M P P r o c e d u r e s D ocum ent No.:
S u b je c t :  R e c a ll P r o c e d u r e No. of Correction:

D ate issu ed :
P a g  ::

P rep a red  by: A pproved by:

5 .4  All s ta ffs  sh all bring th e information to find th e  c a u s e s  o f the problem  w h eth er it c a m e  
from th e  production p r o c e s se s . T h e quality control su p erv iso r  is resp o n sib le  for 
writing m ee tin g  report, including with th e  co n clu sion  of th e  an a ly sis .

5 .5  Q uality control dep artm en t shall in sp ec t and test th e  sa m p le s  of the products, and  
record th e  resu lts.

5 .6  T he plant m a n a g er  and th e m arketing d irector shall bring all information to g eth er  and  
su b m it to  th e  top  m an a g em en t.

5 .7  If th e  problem  is a result of th e production and transportation of th e com p any and th e  
p ro b lem s are very  s e v e r e  to co n su m ers, th e com p an y  m ust recall all the products.

5 .8  T op  m a n a g e m e n t shall con ta ct to th e  cu stom er for recalling contam inated  p rod u cts  
from th e  m arket.

6 . R e fe r e n c e s
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3'น’นท ึกการอบอา'ใน  c m ตถ ุค ิบ ท ี.

I. I*i เ tin ฯ' ]>'.
านพ)จก(อก?ท? . 

นบ้า 1

วันและเวลาทเรนอนยา จำนวน■ ราวใ'นกัง 
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E x a m p l e  b 2 F u m i g a t i o n  r e c o r d



ห:ทขเ«แอกเทร- HACCP บร-01

บ ัน ท ึก ก า ร ป ล ่อ อ ห ิบ จ า ก เค ร ื่อ ง แ อ ก ห ิน .. . .บ ัว ั12-.:.^. 
O , _ y

f l า VIV-, 0า 'ท-(ๆ Z  VJ /  A "A -J 
________ ..._ * ____ ____ _— 1— -------------

นกใ1«รงทึ ..............

วากาออกเอก*กร.......

หน้า......... 1....................  .............

วัตถดิบถังท่ี วันท่ี เวลา จ่างเทคนิคข้าว หมายเพตุ
* 3 \๖-าไ.- AA n. Com- fa ^ Tvo\ cr\̂ -> VxTj'TV
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#  3 บั-•ท-.4ใ /ข้. A>0 พ. พ่/vte-. พ̂4A i/o''ว.
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Example B3 R e c o r d  Or RELEASING STONE
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MAC HIM-: MA2A. m a :» ,  m a x . MB2. MC2

i)ATL PLkii >i ) 1. Ai.i 
( ) I I '

ACi'Ii )\" TAKEN ki.Si i.i A( T i i ) i îY
NU ; N A

WEEK I'M 1! 1,าา 111,Till IT ร; SEE NI III)
WEEK HM m ไเโ1นกงก Ïแกกั นก็่นแน i

—

WEEK BM n in'ว üJrTï't) เด.!ก? :) Î 3กร ! r

WEEK HM m m  ฌสะงใด!เม่นคะ!เกไ.) — __

WEEK BM นํเใแวฺกฺกก1)ไกก)ดรV)4ไทากระ!คน
WEEK PM ตราจï l l im u m ปกต์ร์ไ(กิล?!นาน HEARING i

î
WEEK PM ตราใ)รัน!สืแ!แค!]กรโร่!กดîfu lu  m o t ; SR และ 

ÜLAK
!
i
i

WEEK HM ตราทดส!ขv n v llu li j lนศกท•เด ใน่นรกแนตกแก 1
WEEK DM คราแดทาใบค'ใ rîuu บใ!บ SM ไนV*ไน ใ!รไ!ก îT» 1» 1JM 1
WEEK PM คราแว้คระดับคา เบดันลบ ...........mm. !

1 1i1

!
!

F
! !

DATE CALL
OUT

ACTION TAKEN TIME Acted by
From TO

Remark: PM PREVENTIVE MAINTENANCE
CM Cl >RRJ:CHVK MAIN TENANCE

E x a m p l e  B 4  P r e v e n t i v e  M a i n t e n a n c e  P r o g r a m  o f  D e - S t o n e r  m a c h i n e
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VITA

Mr. Adisai A thiphanum phai w a s  born on April 0 7 , 1 9 7 4  in B angkok, T hailand. H e got 
B a ch e lo r  D e g re e  in Civil E ngin eerin g  from  C h ula lon gk om  U niversity in A c e d e m ic  Y ear of 
1 9 9 5 . T h en  he con tin u e further stu d y  in E ngin eerin g  in E n gin eerin g  M a n a gem en t at 
C h u la lon gk om  U niversity, T he R eg io n a l C en ter  for M anufacturing S y s te m s  E ngin eerin g  in 
A c e d e m ic  Y ear of 1 9 9 8 . At p resen t h e  w orked ^as a P lant M an ager at V udhichai P rod u ce  
C o.,Ltd.
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