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Course structure
The content of the training course is structured so that your 
learning develops using a simple step-by-step process. 

Introduction
What is defi ning and completing corrective and 
preventive actions.

The standards
Where the requirements for defi ning and completing 
corrective and preventive actions can be found in the 
standards.

The requirements
What you have to do for compliance and the 
essential elements that need to be included.

Interpreting the requirements
What the standard expects for defi ning and completing 
corrective and preventive actions explained further.

Understanding how
How to defi ne and complete actions using a 7-step 
process for those who are accountable and responsible.

Monitoring
How to check that your system is working. 

Summary
Key points to remember for defi ning and completing 
corrective and preventive actions using the process 
provided in this training.
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Assessment 
Throughout the course, formative assessment is used to check learning and at the end of the 
course, summative assessment is used to test that learning outcomes have been met, using multiple 
choice questions. 

Course content

Introduction
The course introduction explains what defi ning and completing corrective and preventive actions is, who must 
carry out the activities required, what the key aspects of defi ning the action involves and what elements are 
needed for completion.

Learning outcomes: What must be clearly documented, what enables the person completing actions to 
understand what’s needed, who can complete and delegate actions, what the roles of the accountable 
manager and responsible person are.

The standards
This covers which specifi c clauses and sections for where the requirements for defi ning and completing 
corrective and preventive actions can be found across seven diff erent food-related standards. 

Learning outcomes: No learning outcomes have been set for this section as it contains reference 
information only.

The requirements
This provides an overview of what you need to do, in line with the requirements for compliance. The scope 
of the action, appropriate action, due dates, responsibility and accountability are listed for defi ning and 
completing actions.

Learning outcomes: What does the scope of the action consider, what is appropriate action and why due 
dates must also be appropriate.

Interpretation
In order to interpret the requirements, they’re discussed in more detail in this section to develop your 
understanding for later development. It includes what you need to consider for the scope of action in the 
business, why defi ning actions is a critical part of the process and why actions need due dates. Responsibility 
and accountability are also explained with examples of assigning this by topic and area.

Learning outcomes: Why the scope of action is widened, the result of appropriate action not being taken, 
why some actions are more thorough, why actions must be clearly defi ned, what enables actions to be 
completed, why it must be clear who’s accountable, how actions can be assigned by area or topic and who 
would be accountable.

Understanding how
This section provides the level of detail needed for you to learn how to carry out defi ning and completing 
corrective and preventive action using a 7-step process. The steps covered include: Considering the scope, 
defi ning the action, setting due dates, assigning and communicating responsibility, carrying out defi ned 
actions, collating evidence and notifi cation with practical examples throughout.

Learning outcomes: Who will collate evidence, notify the verifi er and consider the scope of actions. What 
needs to be considered when receiving non-conformance actions, what needs to be included in instructions, 
why suffi  cient information is still needed if accountable and responsible for actions. What detail is needed 
for a range of diff erent types of actions that need to be defi ned. What must due dates consider, why actions 
are assigned to only one person, what enables verifi cation to close actions. How evidence is reviewed and 
returned if needed for closure of actions.
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Monitoring
This section explains the cycle of monitoring for completing and closing corrective and preventive actions, it 
includes examples of typical key performance indicators (KPIs) that would be part of the monitoring process 
by management to ensure actions get the focus that’s needed.

Learning outcomes: What the monitoring cycle activities are for completing and closing actions, what the 
purpose of monitoring is and what key performance indicators are used to check the results of.

Summary
In the last section, you’ll be given an overview of the key points to remember from the course content.

Learning outcomes: No learning outcomes have been set for this section as it reviews previous content.

Activities
To aid your learning in this training course, we’ve included activities throughout the course to confi rm your 
understanding of key subject information before you progress forward.

• Quiz questions: These are straightforward multiple choice questions. You’ll simply be asked to select the 
correct answer and try again until you get it right. 

• Creative exercises: These activities involve selecting and arranging items to achieve the correct outcome. 

Learning materials
Your training has a downloadable PDF you can download and print. This includes notes pages, checklists and 
content from the course.
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