	

PAS 7100 self-assessment questionnaire
General requirements
	Question
	Evidence
	Assessment

	Does the management team understand the product safety incident plan (PSIP)?
	Management team minutes, interviews
	

	Did the right people develop the PSIP?
	Training / experience of those involved
	

	Is the PSIP easily accessible to everyone in the business?

	View document, ask colleagues from various functions whether they are aware of it, and test whether they are familiar with it
	

	Is a traceability plan in place for products, components and customers?
	Ask about arrangements for marking of products and components and linking them to customers
	

	Are we monitoring product safety effectively?
	Consumer complaints, supplier feedback, regulatory challenges, social media comments
	

	Is the PSIP clear on how and when we must notify Trading Standards / other regulators?

	PSIP should state not only when regulator should be contacted, but have details for primary and secondary contacts
	

	Is a risk assessment plan in place?

	View documentation and validate understanding with key personnel. Check training records
	

	Is the PSIP clear as to how corrective action decisions will be made and by whom?

	Key decisions will need to be made by designated people. The plan should also provide secondary decision makers, in case of illness, leave, etc
	

	Are contact lists available and up to date?

	See relevant lists and check details. Test by making contact with individuals listed. Two contacts for each area should be in place; these should be updated annually or whenever changes occur or tests identify out-of-date information
	

	Is a communications plan available? 
	View plan and proposed actions in case of requirement for corrective action
	

	Has a draft product recall notice been prepared and signed off?
	View draft recall notice
	

	Are relevant colleagues in the business aware and trained on the PSIP?
	Interviews, staff training records, minutes of meetings
	



Prior to launching a corrective action
	Question
	Evidence
	Assessment

	Has a risk assessment been completed?
	View completed risk assessment
	

	Has internal stock been quarantined? 

	Seek evidence of isolation. How are we sure that isolated stock cannot be resold at a later date?
	

	Have distributors been instructed to withdraw product from sale?

	Confirm instruction to distributors and log responses. Ensure responses have been received from all distributors
	

	Has the management team been briefed?
	Management team minutes, interviews
	

	Has Trading Standards / other regulators been notified?
	View minutes of meeting with regulator and subsequent emails 
	

	Has a single point of contact for regulator enquiries been agreed?
	Interview, job description, training records
	

	Have we identified as many affected customers as we can?

	Review process employed and outcomes achieved. Alternative methodologies should be explored - for example, direct contact, notices in stores, etc
	

	Has a recall notice been prepared and approved?

	View and validate recall notice. Compare it to the model notices in the PAS document. Interrogate how the message will be relayed via social media and on website
	

	Has a Q&A doc been developed for customers and other stakeholders?
	Check accuracy and test understanding with staff and others to ensure widespread understanding
	

	Has a customer helpline or contact information been set up?
	Confirm by mystery shopper exercises
	

	Have staff on the customer helpline been briefed?
	All staff to be trained and understand the recall fully. Prompt sheets and decision trees to be created to support staff. Adequate staff numbers to be in place
	

	Has the media contact person within the business been briefed?
	Interview. Person should ideally be media trained
	

	Has a press release / social media / website statement been prepared?
	Check accuracy and test understanding with staff and others to ensure widespread understanding
	

	Are arrangements in place regarding collection, correction and/or disposal of goods?
	Seek evidence of relevant action

	



When concluding a corrective action
	Question
	Evidence
	Assessment

	Have all sales stopped?

	A 'stop date' for sales should have been established. Check that there are no sales after this date
	

	Have we recorded and documented the number and percentage of products recovered?

	View records. Benchmark against industry norms, seek advice from regulator on what 'acceptable' levels of recovery are
	

	When was the last reported incident?

	Look at the numbers of reports since stop date. Are we stopping too early?
	

	Have all corrective actions been completed?
	View records
	

	Has all designated stock been disposed of?
	View evidence. How are we 100% sure that 'disposed of' stock will not reappear in other marketplaces?
	

	Has a review meeting with Trading Standards / other regulator taken place?

	Ultimately, it should be the regulator that advises the business to end the recall, but this is not always possible. A meeting should always be sought.
	

	Will information be signposted from website home page for at least the anticipated life of product?

	View information. Enquire as to: 
a) life of the product
and 
b) the methodology proposed to keep information live during this period
	

	Has an internal review taken place with clear actions that have been followed through to prevent a reoccurrence?
	Minutes of meetings, interviews with staff. Extraordinary meeting with all relevant personnel
	



After the corrective action has been completed
	Question
	Evidence
	Assessment

	How effective overall was the corrective action?
	Consider peer review for this element
	

	What percentage of the product was corrected / accounted for?
	Seek advice in writing from regulator as to 'acceptable / normal' percentage
	

	Was the corrective action implemented in line with the PSIP?
	Gap analysis to take place comparing what did happen with what should have happened
	

	Did the product safety incident team function effectively?
	Interview individually and as a team. Consider peer review for this element
	

	Has feedback been taken from all members of the team?

	Include those on the helpline. Collate feedback into themes / actions for inclusion in PSIP
	

	Was all communication with regulators, suppliers and consumers timely and effective?
	Ideally, targets should be set for timeframes and success against these reported on
	

	Were media and social media handled effectively?
	Review any negative coverage. Consider peer review for this element
	

	Were unnecessary delays or obstacles encountered during the process?
	Ask the team to be open about this element. Ask distributors for their views too
	

	What would we do differently if we had a chance to carry out the activity again?

	This is by far the most important question. Allow each team member to speak freely without repercussions. The lessons learned will assist enormously in future recalls
	

	Has the PSIP been updated?

	The PSIP should be updated with learnings. It is a living document and should be reviewed whenever corrective actions do occur, or annually if there were no corrective actions in the previous 12 months 
	



