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Weekly Meeting Template

NOTES:
*IPP are to conduct one meeting per week regardless of the number of operational days within the week, unless the establishment is not operational for an entire week. In that situation, IPP are to discuss with their supervisor how to handle any excess routine weekly meeting tasks.
-IPP are to document on the MOI if no topics are discussed or if establishment management does not attend or participate. Establishment management is not required to attend weekly meetings. IPP will mark the Meeting with Establishment Management task as complete, even in this instance. 
*When documenting the discussions in PHIS for weekly meetings change the name of the subject from Establishment Awareness Meeting Agenda to Weekly Meeting.
*If you discuss a new notice or directive with management during the meeting be sure to add that in the meeting subject title. (i.e., Weekly Meeting/FSIS Directive 10,010.1).
*IPP are to provide a digital or printed copy of the MOI to establishment management if requested. IPP are not to print a paper copy of the MOI for FSIS files.

Topics and Discussion content for weekly meetings: 
*Use the below template to outline your meetings and ensure you discuss and document applicable topics. See FSIS Directive 5010.1 for more information. 

On (Date) at (Time) a weekly meeting was held at (Establishment name and number) to discuss general plant operations and any concerns. Personnel in attendance were (plant personnel’s name(s) and titles here) and (inspector(s) name and title(s)).
1. In-plant observations:
a. Open NRs (how many, i.e., (1))
i. (Type of NR and NR number) - (Brief description of NR) (Date of NR) – (include updates on the status of NR completion)
b. Closed NRs (how many, i.e., (1))
i. (Type of NR and NR number) - (Brief description of NR) (Date of NR)
c. Developing Trends
i. (Brief description of the trends noticed at the establishment. This would include additional discussion and recording of the discussion for current and past noncompliance records that have been associated with each other/linked.)
d. Less than perfect conditions
i. (Briefly discuss issues at the establishment that are not considered noncompliant but could be in the future if not addressed.)
2. Changes within the establishment: 
a. New Products 
i. (Inquire if the establishment has plans to begin producing new products.)
b. Production Lines
i. (Inquire if the establishment has plans to add, remove or make changes to current production lines. Discuss concerns.)
c. Product Flow
i. (Inquire if the establishment has made or will be making changes to product flow throughout the establishment. Discuss concerns.)
d. Processing Methods
i. (Inquire if the establishment has made or will be making changes to processing methods. Discuss concerns.)
e. Equipment Configuration
i. (Inquire if the establishment has made or will be making changes to the configuration of equipment. Discuss concerns.)
f. Source Materials (Meat and/or Poultry)
i. (Inquire if the establishment has made or will be making changes to the meat and/or poultry source materials used in products. Discuss concerns.)
g. Ingredient Suppliers
i. (Inquire if the establishment has made or will be making changes to the suppliers for ingredients used in multi-ingredient products. Discuss concerns.)
h. Ingredient and Product Formulation
i. (Inquire if the establishment has made or will be making changes to the ingredients in multi-ingredient products, If so, inquire if the product formulation in the labeling record has or will be updated in accordance with FSIS Directive 7221.1, Prior Labeling Approval.)
3. Questions about and/or Changes made to the HACCP and/or SSOP, including associated procedures:
i. (Discuss any questions you may have regarding the establishment’s HACCP program(s) and/or SSOP.)
ii. (Mention the last time changes were recorded in the HACCP program(s) and SSOP. Briefly mention the changes made.)
4. Corrective actions taken in response to establishment findings such as product contamination and critical limit deviations. 
a. (Discuss actions the establishment took in response to their own findings of product contamination and/or critical limit deviations.)
5. Policy clarifications relevant to the establishment included in recently issued Directives, Notices, Compliance Guidelines, and askFSIS Public Q&As:
a. (Mention any new/revised directives, notices, compliance guidelines, and askFSIS Public Q&As that would apply to the establishment’s processes. Type whether it is a directive, notice, etc., the number associated with it (if applicable) and the title (e.g., FSIS Directive 5000.1 Verifying an Establishment’s Food Safety System).
6. Small and very small establishment outreach information:
a. (Provide the establishment with the link to the Small & Very Small Plant Guidance webpage.)
b. (Discuss the availability of new guidance available from the webpage that the establishment may find useful.)
7. Plant testing data to be reviewed as per FSIS Directive 5000.2:
a. (When applicable to the establishment, briefly discuss and list what test results were reviewed and for what time period, describe the specific concerns, if any, that they discussed with the establishment and state how the establishment responded.)
i. (For example:
1. Discuss testing the establishment performs outside of their food safety systems (i.e., not included as support in their HACCP system or SSOPs) that could have an impact on decisions made in their hazard analysis.
2. As per FSIS Directive 6410.4, Verifying Swine Slaughter Establishments Maintain Adequate Procedures for Preventing Contamination of Carcasses and Parts by Enteric Pathogens verify that swine-only slaughter establishments or those that slaughter swine in the highest number collect and analyze microbiological samples as described in its written sampling plan and at the required locations and frequencies per 9 CFR 310.18(c). Also, discuss the most recent sample results and any trends.
3. As per FSIS Directive 10,240.4, Listeria Rule Verification Activities IPP are to discuss the results from establishment sampling and any corrective actions the establishment took in response to positive results.)
8. Applicable Inspector-Collected Sampling and/or Results:
a. (Briefly discuss samples that were taken by IPP and the results, if available; if not available state that they are pending.)

9. Planned Plant Maintenance:
a. (Inquire about any planned plant maintenance that is in progress or scheduled.)
b. (If the establishment maintains documentation of planned plant maintenance items including the date of the finding, a description of the finding and an estimated completion date mention the location of that documentation in this section.)
10. PHIS profile updates as per FSIS Directive 5300.1:
a. (When performing the monthly Update Establishment Profile task, provide the establishment with an Establishment Profile Report and inquire if there are any updates that need to be made to the PHIS Establishment Profile; i.e., email addresses, phone numbers, addresses, personnel changes, production volumes, etc.)
b. (If the establishment makes you aware of changes or you discover that changes need to be made when not performing a scheduled Update Establishment Profile task, direct the task, make the changes needed, and provide an updated Establishment Profile Report to the establishment for review and approval.)
11. Documented Potential Accident Hazards and/or Other Safety-Related Discussion:
a. (Discuss any documented Potential Accident Hazards, including the date it was written and a brief description of the finding(s). Include updates on the status of issue resolution. See the MPID Notice entitled Instructions for Documenting Potential Accident Hazards for more information.)
b. (Other safety-related topics can be recorded as well such as discussion regarding the establishment’s Hazard Communication Program as addressed in FSIS Directive 4791.5.)
12. Potential and/or Documented Food Defense Issues:
a. (Discuss any potential and/or documented Food Defense issues, including the establishment’s corrective measures for identified Food Defense Vulnerabilities. See FSIS Directive 5420.1, Food Defense Tasks and Threat Notification Response Procedures for the Office of Field Operations for more information.)
13. Humane Handling Discussion and/or Issues (when applicable):
a. (Discuss any potential and/or documented Humane Handling issues.)
14. Consumer Complaints:
a. (Inquire if the establishment has received any consumer complaints. Document the discussion, including details regarding the complaint(s).)
15. Recall Information: 
a. (As per 9 CFR 418.3 each establishment must have written recall procedures. Notate the location of the written recall plan in this section.)
b. (When applicable, discuss and document information regarding recent recalls and status of the recall with the establishment.)
16. Other topics to discuss:
a. Upcoming holidays, including whether or not the establishment is working
b. Schedule changes
c. Local arrangements for access to and review of establishment records (i.e., which establishment personnel are available for IPP to request to review records, if records are kept under lock and key how can IPP gain access upon request, etc.)
d. Etc.
17. Establishment questions or concerns:
a. (Inquire if the establishment has any questions or concerns to address with MPID. Document the discussion.)
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