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1. POLICY:
1.1 All employees must maintain a high degree of personal hygiene to prevent contamination of our food products. This procedure establishes Good Manufacturing Practices (GMPs) for personal hygiene to minimize the risk of product contamination. Also to minimize the risk of product contamination from our facilities, equipment, and operational activities. 
2.  PURPOSE: 

2.1 GMP rules help us make safe, wholesome products for our customers and consumers. The criteria presented in this procedure are necessary to ensure our products are produced, stored, and handled under sanitary conditions. Additionally, neither the facility nor the equipment adversely affects the sanitary conditions under which our products are produced, stored, and handled. 

3. SCOPE: 
3.1 GMP Areas: GMP areas are those where product may be subject to contamination either directly or indirectly. Included are areas in a food manufacturing facility where products, ingredients, product packaging, or food equipment or utensils are handled (e.g., receiving, mixing, processing, packaging, dry storage, finished product warehouse, etc.).
4. RESPONSIBILITY:
4.1 Facility Management - Responsible for implementation, enforcement, monitoring, training, and communication of Good Manufacturing Practices on a continuous basis in the facility. 
5. PROCEDURAL ELEMENTS: 

5.1 Personal Practices: 
5.1.1. Personal Hygiene. A high degree of personal cleanliness must be maintained by employees to prevent contamination of food products. All employees are expected to maintain good personal hygiene. A neat and orderly appearance will be maintained while at work. 
5.1.2. Prohibited Acts. To help prevent product contamination, the following actions are not allowed in GMP areas:

5.1.2.1. Eating (Refer to Section 5.1.0).
5.1.2.2. Chewing gum, cough drops/throat lozenges, or tobacco (smoke or smokeless) 

5.1.2.3. Holding toothpicks, matchsticks, or other objects in the mouth

5.1.2.4. Placing pencils, pens, or cigarettes behind the ears

5.1.2.5. Wearing false eyelashes or fingernails

5.1.2.6. Spitting 

5.1.2.7. Carrying objects above the belt or waistline (e.g. pens, flashlights, thermometers, etc.)

5.1.2.8. Carrying brushes, scrapers, or other similar implements to be used in contact with food in clothing pockets 

5.1.2.9. Temporarily storing brushes, scrapers, or other similar implements on unsanitary surfaces (e.g. ledges, stairs, racks, etc.) 

5.1.2.10. Sitting and standing on product contact zones 

5.1.2.11. Sitting product on non-product zones 


5.1.3. Badges and In Cards. Badges, identification cards, buttons, service pins, or similar articles are not permitted on uniforms, smocks, or bump caps. If clip-on identification badges are used, they must be worn below the belt or waistline and be securely fastened.
5.1.4. Electronic Devices (e.g., cameras, cell phones, video cameras, cassette recorders, etc.). Employees are not allowed to use any photographic or digital recording equipment including but not limited to digital cameras, cell phones with picture capacity, video cameras, and cassette recorders. In addition, only company issued cell phones are allowed in GMP areas.
5.1.5. Jewelry. Rings, watches, earrings, necklaces, pins, brooches, eyeglass frames with chains with non-functional decorative jewelry (such as rhinestones or initials), bracelets, and other jewelry (including ornaments in exposed pierced body areas - including in the mouth, nose, eyebrow, or tongue) must not be worn in GMP areas. NOTE: Stopwatches will be available for timing equipment, processes, etc. 
5.1.6. Jewelry Exceptions. Solid, single-band ("plain wedding band type") rings are acceptable. All other types of rings are prohibited. "Medic-Alert" identification tags, as authorized by a physician and approved by facility management, are allowed. For GMP (and safety) purposes, the "Medic-Alert" identification tags should not compromise food safety standards. 
5.1.7. Jewelry Exceptions - Ear Piercing. Under the following conditions, an employee may wear non-ornamented studs while at work for the initial two-week period after the piercing.
5.1.7.1. The employee must notify the appropriate Supervisor or Human Resources on the first day back to work following the piercing.

5.1.7.2. The employee must wear company issued metal detectable band-aids over the studs in addition to wearing the required hair restraint over the ears. 

5.1.7.3. After the two-week period, the employee may no longer wear studs at work, unless a doctor has stated in writing that it is medically necessary to do so and specifies the time period. 

5.1.8. Traffic Patterns. Employees must follow the established traffic patterns to minimize the potential for cross contamination.

5.1.9. Housekeeping. Littering and other poor housekeeping practices are not allowed. All refuse must be placed in the appropriate covered containers. 

5.1.10. Designated Eating Areas. Food and drink may only be consumed in designated eating areas. They are prohibited in GMP areas. NOTE: The exception is for product being sampled for QAR purposes. 

5.1.11. Lunch Storage. Lunches must be stored in designated areas. Lunches should be completely contained in closed, non-glass, reusable containers. Plastic or paper bags are not recommended for storing lunches. 

5.1.12. Personal Belonging Storage. Personal belongings (e.g., jackets, purses, etc.) must be stored in designated areas away from GMP areas. Lockers are preferred for personal belonging storage.

5.1.13. Lockers. Lockers must be maintained free of trash and soiled clothing. Food including drink containers, candy, gum, etc. must not be stored in employee lockers.

5.1.14. Smoking. Smoking is permitted only in designated areas. In the designated areas, appropriate disposal containers will be available.

5.1.15. Chewing Tobacco. The use of chewing tobacco and snuff is prohibited in all areas of the facility and on facility property.

5.2 Clothing and Personal Equipment: 

5.2.1. Personal Clothing Cleanliness. All clothing (street clothes) worn underneath company issued clothing must be clean and in good condition. Personal clothing must meet the requirements outlined in this procedure. Shirttails must be tucked inside pants.

5.2.2. Approved Clothing.
5.2.2.1. Employees who work in GMP areas will wear only company-approved clothing (e.g., smocks, uniforms, etc.). 
5.2.2.2. Company-approved and issued clothing (e.g., smocks, uniforms, etc.) including footwear will not be worn outside the facility grounds. For those facilities that do not provide locker rooms or a place for employees to change into uniforms, uniforms may be worn between work and home only.

5.2.2.3. Non-approved facility clothing must be completely covered by an approved garment.

5.2.2.4. All clothing and headgear must be free of offensive markings.
5.2.2.5. No skirts, shorts, or pants that expose bare legs are allowed in the GMP areas. 

5.2.3. Conditions and Cleanliness. All clothing must be kept in good repair. Clothing must be clean at the beginning of the shift and kept reasonably clean during operations. 

5.2.4. Pockets. Pockets above the waist must be removed or sewn shut.
5.2.5. Fasteners. Only zippers, grippers, or snaps may be used as fasteners on shirts, coats, laboratory jackets, or smocks. NOTE: Buttons may not be used on company issued shirts, coats, laboratory jackets, or smocks. 
5.2.6. Aprons. In operations where clothing is rapidly soiled, and there is exposure to open product, disposable or plastic aprons should be worn over clothing. Aprons should be changed frequently as they become soiled to prevent product contamination. Aprons must not be worn into non-GMP areas (e.g., into restrooms or the lunchroom).
5.2.7. Shoes. Shoes must be kept clean, neat, and in good repair. To help avoid product contamination and for personal safety, shoes worn in GMP areas should be fully enclosed, steel toe and non-skid slip resistant. Open-toed shoes are not allowed. Overall construction of the shoes should be sturdy enough to provide impact protection. NOTE: Personal safety gear guidelines must also be followed where required.
5.2.8. Bump Caps. If safety bump caps are required in a facility, they must be maintained in a sanitary condition. Bump caps must not be used for storing or carrying objects such as cigarettes, notepads, pencils, etc.
5.2.9. Earplugs. Metal detectable ear protection devices are required. Ear protection devices must be secured to prevent product contamination.
5.2.10. Gloves. Only approved (e.g., impermeable) types of gloves may be used for handling products or product contact surfaces. Gloves must be maintained intact, and stored in a clean and sanitary condition. If gloves become unsanitary or damaged, replace or re-sanitize them. Overall, for good sanitary practices, "treat gloves as if they were your hands." NOTE: Latex gloves shall not be used. Cotton gloves will not be worn when touching exposed product. If cotton gloves are needed, they will be covered with approved (e.g., impermeable) type glove. 
5.3 Hands: 
5.3.1. Hand Washing Frequency. Personnel working in GMP areas must wash and sanitize hands at the following times:

5.3.1.1. Before starting work
5.3.1.2. Upon returning to the work area

5.3.1.3. After each visit to the toilet facility

5.3.1.4. Any other time when hands have become soiled or contaminated 

5.3.2. Hand Washing Methods.  Hand washing practices must include the use of: 

5.3.2.1. Warm water (a minimum of 105(F)

5.3.2.2. Approved soaps

5.3.2.3. Proper length of time (15 seconds minimum) 

5.3.2.4. Proper hand drying techniques (to prevent recontamination)

5.3.2.5. Approved hand sanitizers when required

5.3.2.6. Communication of effective hand washing methods 

5.3.3. Control of Hand Uses. When working in GMP areas, the use of hands for unsanitary and unsightly practices must be avoided. Specifically, hands should not be used to: 

5.3.3.1. Scratch head or body

5.3.3.2. Touch face or wipe forehead 

5.3.3.3. Place fingers on or in the mouth, nose, or ears 

5.3.4. Hand contact with the ingredients and finished product will be kept to a minimum, especially at the discharge of ovens. Non-latex gloves or an appropriate utensil should be utilized, where applicable. If hand contact is unavoidable, proper hand sanitation is required. 

5.3.5. Re-Sanitizing Hands. After handling non-product contact items (inedible barrels, floor, pallets, etc.), hands must be re-washed then re-sanitized prior to handling product or product-contact surfaces. 

5.3.6. Hand Lotions. Hand lotions must not be used when hands are in direct contact with product or product-contact surfaces. However, approved gloves may be worn over hands having non-perfumed lotion, if it is compatible with work conditions and regulatory rules. Perfumed hand lotions are prohibited. 

5.3.7. Fingernails. In GMP areas, fingernails must: 

5.3.7.1. Be kept clean and properly trimmed. Nails must not extend past the fingertips as viewed from the palm. 

5.3.7.2. Not be decorated in any way, including:

5.3.7.3. No decals

5.3.7.4. No nail polish of any type

5.3.7.5. No false fingernails or nail extenders

5.4 Hair

5.4.1. Hair Condition and Accessories. In GMP areas, hair must be maintained as follows:

5.4.1.1. Hair must be kept clean.

5.4.1.2. Hair curlers, hair combs, barrettes, clasps, and bobby pins are not allowed.

5.4.1.3. Beads, glitter, or other hair ornamentation that could fall into product are not allowed.

5.4.1.4. Scarves or bandannas may be worn neatly under the appropriate hair restraint.

5.4.1.5. Plain elastic or rubber bands (those without wood/plastic/metal decorations) may be used to hold long hair in place under the appropriate hair restraints.

5.4.2. Hair Restraints. Facility supplied hair restraints must be worn in GMP areas.

5.4.2.1. Hairnets/restraints must be of a close mesh type.

5.4.2.2. Hairnets/restraints must completely contain the hair, covering the ears.

5.4.2.3. If caps, hats, bump caps, etc., are used, they must be worn over the appropriate hair restraints.

5.4.3. Facial Hair. In GMP areas, employees must be clean-shaven or cover the exposed hair with a facility supplied beard restraint if any of the following conditions exists: 

5.4.3.1. Sideburns extend below the bottom of the ear. NOTE: Sideburns must be kept neatly trimmed. 

5.4.3.2. Sideburns are wider at the bottom than at the top. 

5.4.3.3. The mustache extends beyond the "smile lines". 

5.4.3.4. The mustache extends below the corner of the mouth. 

5.5 Disease Control: 

5.5.1. Minor Cuts on Hands. Personnel with minor cuts or injuries on hands: 

5.5.1.1. Must review the condition with the supervisor (or other designated person) before reporting to the work site. 

5.5.1.2. Must be able to protect the wound and keep it clean and free from infection. 

5.5.1.3. Will be allowed to work on production lines provided the cuts are bandaged and covered with an impermeable sanitary material.

5.5.1.4. Metal detectable bandages are required. 
5.5.1.5. Band-aids should be brightly colored and easily identifiable.

5.5.1.6. Employees with exposed sores or skin condition disorders (e.g., communicable) will not be allowed to work with open product or primary (product contact) packaging materials. 

5.5.2. Bodily Fluid Exposure. For incidents where bodily fluids (e.g., blood) are released in a GMP area, proper clean-up procedures must be followed. NOTE:  Please refer to the Bloodborne Pathogens Procedure (KQM #6.07) for appropriate handling procedures.

5.6 Drugs: 

5.6.1. Alcoholic Beverages. Possession and/or drinking of alcoholic beverages are prohibited on the facility property. 
5.6.2. Medications. Pills, medication, and prescription drugs are not allowed in GMP areas. With potentially life threatening situations, the minimum amount of prescription drugs may be brought into the facility with the prior knowledge and approval of the designated facility management representative. These should be kept in your locker or in the supervisor’s office. 
5.6.3. Illegal Drugs. Possession and/or use of narcotics or illegal drugs are prohibited on the facility property. 

5.7 Miscellaneous: 

5.7.1. Live plants and/or flowers will not be brought into the GMP areas including corridors opening directly into GMP areas. 

5.8 Housekeeping: 

5.8.1. Work areas will be kept clean and litter free. Sanitation and housekeeping procedures will be followed. 
5.8.2. Broken packages or spilled product will be cleaned up and properly disposed of immediately. 

5.8.3. Employees will prevent the accumulation of trash and debris in GMP areas and throughout the facility. 
5.8.4. Trash containers will be cleaned and/or replaced on a regular basis. If downtime including weekends is scheduled, trash containers will be empty and clean. 
5.8.5. A cleanup of production areas will be performed a minimum of at the end of each workday to ensure a clean and sanitary area. More frequent cleanups may be required depending on the location and nature of the work being performed. 
5.8.6. Hose nozzles (e.g., water, compressed air) will be kept off of the floor at all times. Hoses shall be stored properly (e.g., coiled, stored off floor) when not in use. 
5.8.7. Process pipes will be capped when not in use. 
5.8.8. Covers will be used for all processing equipment where possible. 
5.8.9. The sanitizer concentration will be maintained at the appropriate level in hand dips and foot dips. The sanitizer concentration will be documented as appropriate.

5.9 Containers: 

5.9.1. Cleaned ingredient containers (e.g., tubs, pans, totes, barrels, etc.) will not be stacked inside one another while drying. 

5.9.2. Empty ingredient containers (e.g., tubs, pans, totes, barrels, etc.) will be inverted, covered, and stacked off the floor. 

5.9.3. The tops and bottoms of containers will be cleaned in order to prevent potential extraneous material concerns. 

5.9.4. Standard containers for waste and rework product will be clearly labeled or color coded to minimize the possibility of product contamination. 

5.9.5. A color coding system shall be in place such that food and non-food containers, tools, etc. are only used for their designated purpose (e.g. edible food = white, waste feed = gray, drains = black, etc.).  Additional policy in place. 

5.9.6. Food product containers (e.g., finished food cartons, finished food containers, tubs, pans, totes, barrels, etc.) will only be used for their designated purpose. 

5.10 Raw Materials: 

5.10.1. The outer surfaces of raw material bags and containers will be free of dirt or other debris before bringing them into processing areas. 

5.10.2. Raw material bags will be brushed to remove debris from the outer layer immediately prior to use. 

5.10.3. The contents of partially used raw material bags will be securely closed by folding the bag flaps down and taping the bag with tape. Material and lot number information will be maintained on all partial bags. Plastic, metal closures, and twist ties are not permitted to seal partial bags of raw materials. 

5.10.4. Bulk pre-weighed ingredients will be properly identified and stored in sanitary conditions. 

5.10.5. Allergen materials require extra precautions. Refer to the Allergen Control Plan Procedure for specific requirements. 

5.11 Processing: 

5.11.1. Processing and packaging lines will be cleared of product within a reasonable time period after the end of production. 

5.11.2. Microbiologically sensitive products will be protected or removed from the line during breaks, lunch, and changeovers. 

5.11.3. Rework product left unattended during breaks, lunch, etc. will be properly covered with clean plastic or another suitable material. 
5.11.4. Holdover product and/or rework will be properly covered and labeled including content name and date prior to storage. Proper storage temperature requirements will be followed. 
5.11.5. Salvageable product will be placed in properly designated containers to avoid potential contamination. 
5.11.6. Product containers and packaging materials will not be used for any purpose other than product use. 
5.11.7. Packaging materials (e.g., cartons and cases) will only be used to store the product they are intended to. 
5.11.8. The indiscriminate use of cartons and cases as dustpans, etc. is prohibited. 
5.11.9. Premiums will be handled in the same manner as product, ingredients, and product packaging materials, because premiums are in contact with the product. 

5.12 Storage: 

5.12.1. All items will be stored up off the floor on pallets, slip-sheets, or racks. 
5.12.2. Partially used packaging material will be covered when not in use. 
5.12.3. Product containers and packaging materials will be stored in a sanitary manner. 
5.12.4. Cartons, cases, and liners will not be used as seats, benches, tables, etc. This includes pallets of cartons, cases, and liners. 
5.12.5. Premiums or inserts will be stored in a clean enclosure. They will be kept protected at all times except when they are being inserted into the product. 
5.12.6. Any unused premiums or inserts will be properly covered, identified, and placed back in storage. 

5.13 Glass: 

5.13.1. The use of glass shall not be allowed in processing areas of the facility. 
5.13.2. Do not bring glass containers into the building. Eating and drinking containers must be glass free. 
5.13.3. Refer to the Control of Glass and Hard Plastic Procedure for specific glass and hard plastic handling procedures.
5.14 Lighting: 

5.14.1. Lighting fixtures and equipment lights will be designed, installed, and maintained to prevent product contamination in the event of breakage. 

5.14.2. Light bulbs used in the facility will be of a shatterproof type or properly protected using an unbreakable safety shield with proper end caps. 

5.14.3. Burned out and broken lights will be discarded according to the appropriate procedure. Refer to Control of Glass and Hard Plastic Procedure. 

5.15 Tools and Materials: 

5.15.1. The following items are prohibited in GMP areas: 

5.15.1.1. Hazardous and toxic material, unless approved in advance by facility management 

5.15.1.2. Any material that emits a strong odor or fumes that could be transferred to the product 

5.15.1.3. Bottles or glass containers (Refer to the Control of Glass and Hard Plastic Procedure. 

5.15.1.4. Items as defined by Kellogg as undesirable

5.15.1.5. Unmarked containers of materials 

5.15.1.6. Dirty, infested, or contaminated materials or equipment 

5.15.1.7. Razor blades, thumbtacks, needles, pins, or razor blade type knives

5.15.1.8. Purses 

5.15.1.9. Fanny packs, except for fanny packs issued by Kellogg that contains first aid response items and worn by Food Technologists working on specific projects. 
5.15.1.10. Employees are not allowed to bring any tools into the facility.  They must use only supplied tools based on color coding in zone appropriate areas.
5.15.2. Paper clips and office staples may only be used in designated office areas. 

5.15.3. Wire brushes (either hand or power) may only be used in non-product zones (e.g., where crimpers or sealing jaws are utilized) and must be maintained in good condition. 

5.15.4. Equipment to be transported through the facility will be clean and free of loose materials. 

5.15.5. Fiberglass insulation, when used in the facility, will be transported and stored in secure, closed plastic until used. 

5.15.6. All tools and materials will be moved to the appropriate storage area at the end of each day. 

5.15.7. Any tool or instrument that touches direct or indirect food contact surfaces will be cleaned and sanitized before each use, as appropriate. 

5.15.7.1. Tools used for work performed on allergen lines will not be used on non-allergen lines unless proper cleaning and sanitizing occurs. For example, a tool used on a line producing a peanut product could be used on a line producing a peanut and soy product without cleaning, but could not be used on a line producing a soy product unless it is properly cleaned and sanitized.
5.16 Product Protection during Maintenance Operations: 

5.16.1. All work will be carried out in such a manner as to ensure that foreign material does not contaminate raw materials, in process food, finished food, or food processing/packaging equipment. These precautions apply at all times under all conditions, regardless of the presence of food and/or equipment operation. 

5.16.2. Proper protection will be in place before work is started to ensure that all construction work, dust, over spray, etc. is contained within the work area. Prior to beginning work, the appropriate facility Quality designee will approve all protection measures. 

5.16.3. Metal shavings from drilling, threading operations and other work will be contained. 

5.16.4. No work will be performed over unprotected product lines and/or production equipment. 

5.17 Chemicals: 

5.17.1. Only chemicals (e.g., adhesives, release agents, lubricants, coding inks, etc.) that are labeled acceptable for food contact use will be permitted on production lines and in processing areas during production periods. NOTE: Chemicals will be handled during use to prevent potential product contamination. 

5.17.2. Chemicals without proper identification will not be allowed in the facility.  Refer to the Control of Chemicals procedure. 

5.17.3. Chemicals will not be left unattended in areas where they could potentially be introduced into the food stream.
5.17.4. Employees are prohibited in taking any chemicals home and/or bringing chemicals into the facility.

5.17.5. Chemicals should be mixed only if approved and by the authorized methods in the plant.

5.17.6. Employee shall always wear goggles and chemical PPE when mixing and/or transferring any liquid from one vessel to another.

5.17.7. Refer to GDI Omni’s Safety Policy [SP-02] and Hazard Communication Policy [SP-05] for further chemical safety information.

5.18 Food Defense

5.18.1. Never loan your key card, employee ID, or other security items (such as keys) to anyone. Keep them secure at all times.

5.18.2. Follow ALL client facility security procedures and REPORT unidentified or unknown persons to management or security.

5.18.3. It is the responsibility of all GDI team members to report any food safety or sanitation concerns, including intentional contamination or adulteration of food products, ingredients or packaging.

5.18.4. Be aware of your surroundings and anything out of the ordinary and immediately notify management of any suspicious activity or conditions which could be perceived as a threat to the food supply.  If you are not sure – report.
5.18.5. Tampering with food product is a FELONY and an persons guilty of such will be prosecuted to the fullest extent of the law.
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