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About this Manual

This document was prepared to help a nursery describe responsibilities, procedures and documentation required by the Clean Plants Standard.

The nursery must follow this template and submit a completed Manual as part of the application process to become “Clean Plants Certified”.

For more information on becoming certified, the reader should review the sections “Certification Process” and “Application Process” found near the beginning of the document “Clean Plants Standard”.  This document is found at the Canadian Nursery Certification Institute website at www.cleanplants.ca.
About the Clean Plants program

The Clean Plants program is a systematic approach to ensure freedom from both regulated and unregulated pests.
The emphasis of this program is on prevention, reduction and mitigation of pest infestations.  The Clean Plants program cannot be considered as a zero-risk system.  However, a properly designed and implemented program should help the nursery deal with regulatory impacts generally associated with the infestation of regulated and quarantine pests.

Once the systems outlined in the Clean Plants Nursery Manual have been developed and implemented, they must be maintained by the nursery.  The Nursery Manual must be amended when the nursery introduces new products or new procedures.

Certification under the Clean Plants program is not a substitute for compliance with regulations issued by the Canadian Food Inspection Agency (CFIA).  Where appropriate, the nursery must implement requirements of applicable CFIA Directives.  The directives which apply will vary according to the nursery’s location and types of plants under production.

For the complete list of requirements in the Clean Plants program, the reader should review the document “Clean Plants Standard”.  This document is found at the website www.cleanplants.ca.
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List of Manual Attachments
Use the following Attachments to organize additional documentation that will accompany the completed Nursery Manual.
The first column refers to the Nursery Manual part.  For example, “A.1” is discussed in Nursery Manual Part A.  The last column refers to the Standard where this requirement is discussed.
	#

	Attachment title
	Clean Plants Standard

	A.1
	Nursery map(s), Regional map with nursery location(s)
	Sections 3.1 

	A.2
	Current inventory list, Catalogue, or
a reference to the nursery electronic inventory system.
	Sections 1.0 

	A.3
	Supplier list or
a reference to the nursery electronic inventory system.
	Sections 3.2.1, 3.7

	A.4
	Risk assessment (provide a written explanation in the Nursery Manual or attach a completed Risk Assessment Supplement)
	Introduction

	B.1
	List of trained staff positions for the Clean Plants program
	Sections 1.0, 2.2, 3.7 and 5.2 

	B.2
	Nursery staff Clean Plants training records 
	Sections 2.2 and 3.7

	C.1
	Plant identification methods (provide examples)
	Section 3.2.3

	C.2
	Traceability records or methods (provide examples)
	Section 3.2.2 and 3.7

	D.1
	Plant receiving documentation (provide examples)
	Section 3.7

	D.2
	Incoming plant inspection record (provide examples)
(Optional: additional information if not included in D.1)
	Sections 3.3 and 3.7

	E.1
	Documentation for plant shipping
(provide examples showing use of Stamp and Id Number)
	Sections 3.5,
also 3.6 and 3.7

	E.2
	Record of plant inspection at shipping
(provide examples if different than E.1 above)
	Section 3.7

	H.1
	Pest monitoring log (provide examples)
	Sections 5.2 and 3.7

	H.2
	Pesticide application records and records of other control procedures (provide examples if not included in H.1)
	Sections 5.2 and 3.7

	I.1
	List of CFIA management programs or Control programs
that apply to the nursery
	Section 3.5.1 and 5.1

	I.2
	P. ramorum pest specific module
(for nurseries covered by this program)
	Section 3.5.2 and 5.1

	I.3
	Other applicable pest-specific certification programs
	Section 3.5.1 and 5.1

	J.1 
	Internal Audit reports and follow up actions
	Sections 4.1 and 3.7


Risk Analysis 

The Clean Plants Nursery Certification is a risk management based program.
The program which is designed by a nursery must address the phytosanitary risks associated with the possible introduction of a regulated pest or a pest of economic importance.  Many variables will impact on the management practices required to obtain Clean Plants certification.  These include the plants grown at the nursery, their source, how long they remain at the nursery, how vulnerable they are to domestically regulated pests, and the location of the customers.
The Clean Plants Standard provides the framework for a nursery to design a customized program which will be outlined in their nursery Clean Plants Nursery Manual.  A small nursery growing few plant types from in-house propagation will have a much lower risk than a large nursery buying multiple plant types from outside sources.

At any nursery, the simplicity or complexity of the system depends on purchase and growing practices.

· Whether plants are propagated in-house or purchased from outside sources
· Whether suppliers are Clean Plants certified and reliable for their pest management program

· Whether plants are inspected shortly after they arrive at the nursery
· Whether the nursery is located in an area designated for CIFA regulated pests

· Whether the nursery is producing plants considered high risk for specific pests
· Whether the nursery has an inventory system that allows trace-back of plants to the point of origin and trace-forward of plants to the buyer or final destination
The chart below illustrates some scenarios and risk levels. Situations of higher risks will require a higher level of nursery management and more detailed procedures to prevent introduction of new pests.
	
	Liners for growing-on are produced in-house
	Liners for growing-on are from outside suppliers and grown at least one year before resale
	Plants received at the nursery are from certified suppliers
	Plants received at the nursery are from non-certified suppliers and almost market-ready size

	All plants are sold
to the local market
	Low risk
	Low risk
	Low risk
	Low risk

	Most plants are sold
to wholesale customers
	Low risk
	Low risk
	Medium risk
	Medium risk

	All plants are sold
within Canada
	Low risk
	Medium risk
	Medium risk
	High risk

	Plants are hosts to regulated pests and sold to certified nurseries
	Low risk
	Medium risk
	High risk
	Highest risk


Risk Analysis (continued)

The following questions examine the potential to introduce or spread a new serious pest.  Consider every risk situation and identify whether the risk for your operation would be (L), medium (M) or high (H).  Answers provided are suggestions only.
	
	Check Risk Level for each risk situation

	RISK SITUATION
	L
	M
	H

	1
	How much of your plant production
is purchased from off-nursery sources?

L = 0 to 30%, M = 30 to 70%, H = 70 to 100%
	
	
	

	2
	Are your suppliers certified (Clean Plants or CNCP)?

L = all suppliers are certified
M = some suppliers are certified
H = none of the suppliers are certified
	
	
	

	3
	How much of your plant purchases
come from areas with CFIA regulated pests?

L = 0-30%, M = 30-70%, H = 70-100%
	
	
	

	4
	How much of your plant purchases
are from U.S.A. suppliers?

L = 0 to 30%, M = 30 to 70%, H = 70 to 100%
	
	
	

	5
	When receiving plants from outside sources,
how often do you inspect for pests and document the inspection in writing ?

L = all shipments are inspected and documented
M = shipments are inspected but there is no documentation
H = shipments are not inspected on arrival
	
	
	

	6
	How many CFIA regulated pests are identified
for your growing location?

L = 0 to 2; M = 3 to 10; H = over 10 
	
	
	

	7
	Considering “trace back” of products to suppliers and clients:

L = all plants can be traced to purchasers and suppliers
via electronic or paper records

M = plants can be traced to purchaser
but cannot be traced to supplier

H = the nursery does not have
a documented trace back system
	
	
	


	Part A

General Description of Nursery
	Clean Plants Standard References:

Introduction, Sections 1.0, 3.1, 3.2.1 and 3.7


	
	Manual Attachments applicable to Part A:

A.1 Nursery map(s)
and Regional map with nursery location

A.2 Current plant inventory list
or nursery Catalogue or of website inventory access for the external auditor
A.3 Supplier list or access by the external auditor to supplier information in accounts payable 
A.4 Risk assessment 


	Completion check list:
· Contact information
· Nursery description
· Production locations and sizes
· Nursery maps and regional road map
· List of plant inventory or catalogue attached to the Nursery Manual
or a description of the method to access this information
· List of plant product suppliers attached to the Nursery Manual
or a description of the method to access this information
· Risk assessment



Nursery Contact Information
Legal Operating Name
Name of person(s) responsible for the nursery
_____________________________________________________________

_____________________________________________________________

Office telephone and fax 


Email address 


Website address 


Mailing Address

Street, R.R. or P.O. Box __________________________________________

______________________________________________________________
City __________________________________________________________

Municipality / County / Region _____________________________________

Province________________________________ Postal Code _____________
Nursery Location (if different than mailing address):

Street, R.R. or P.O. Box __________________________________________

_____________________________________________________________

City _________________________________________________________

Province______________________________ Postal Code _____________

Nursery Description

Provide a one or two paragraph description of the nursery.  Useful information includes:

· The type of production

· The type of plants grown

· The source of plant materials

· The scope and location of customers.
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
As an alternative to the paragraph above, complete the information requested below.

 Type of production (field, container, greenhouse)
________________________________________________________________
 Type of plants (conifers, deciduous, perennial flowers)
________________________________________________________________
 Source of plant materials (in-house propagation or from Canada, USA, Europe)

________________________________________________________________
 Scope of customers (other nurseries, landscapers, garden centers, CNCP nurseries)

________________________________________________________________
 Location of customers (Canada, United States or elsewhere)

________________________________________________________________
Nursery Employees

Number of full time employees ____________   Part time employees ____________
Production Locations
List all the production locations for the nursery.  Add extra rows if necessary.
	Field name
	Physical location
or street address
	City, Province
	Size of field

(acres or hectares)


	
	
	
	
	( acres

( hectares

	
	
	
	
	( acres

( hectares

	
	
	
	
	( acres

( hectares

	
	
	
	
	( acres

( hectares


Nursery Maps
For each field listed in the table above, prepare a map detailing production areas such as receiving, shipping, propagation, potting, isolation area, etc.  The map must show the numbers, letters or names that are used at the nursery to designate blocks, fields, rows or buildings.  This information will be used in the inventory system to track plant movement at the nursery.

Attach a regional road map marked with the nursery production location(s).  Copy a provincial road map or an electronic road map and highlight the roads to find the nursery.

Attach these maps as Nursery Manual Attachment A.1
Current Inventory List or Catalogue
Prepare a list of current plant inventory.
The information can be a hand-written list, an electronic print-out, a current catalogue or a reference to a page on the nursery website which is accessible to the external auditor.
A nursery does not have to supply the full inventory list, but the information must be readily available and the Nursery Manual must describe how and where to access the list.
Attach the list, catalogue or reference to an electronic source as Manual Attachment A.2

Plant Supplier List
Identify how and where plant supplier information is stored so that it can be accessed by an auditor.  The information must include contact information (company name, location, business address), also the typical order of plant genera, sizes and quantities.
Attach a list as Manual Attachment A.3, or explain below how this information can be accessed during an external audit, for example electronically (Accounts Payable) within the nursery accounting system.

________________________________________________________________

________________________________________________________________

________________________________________________________________

If the nursery does not currently have a form to list suppliers,
it can modify the Template found on the following page.
Risk Assessment
Provide a short risk analysis for the nursery.  Useful information includes:

· Whether plants are propagated in-house or purchased from outside sources

· Whether suppliers are certified and reliable for their pest management program

· Whether plants are inspected shortly after they arrive at the nursery

· Whether the nursery is located in an area designated for CIFA regulated pests

· Whether the nursery is producing plants considered high risk for specific pests.
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

The analysis must highlight pathways for possible introduction into the nursery of a regulated pest or a pest of economic importance.  The nursery should ensure procedures are described in the Nursery Manual to reduce the likelihood of these new introductions.

Review the Risk Assessment Supplement at the beginning of this document.
Attach the completed table as Manual Attachment A.4.

Template: List of Suppliers

A Clean Plants certified nursery can use this Template to prepare a list of plant suppliers, or modify as required to prepare a form tailored to nursery procedures.

A certified nursery does not have to use this Template or prepare a new form.  It is acceptable for this program to document suppliers with copies of packing slips, invoices or an electronic system on computer.

	Supplier Name
	Location Address
	Phone
	Contact Name
	Plant Genera

purchased
	Sizes
	Quantities

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Clean Plants Standard Quick Reference
Review this table to ensure all required information was entered into the Nursery Manual.  For a comprehensive list of requirements, consult the document “Clean Plants Standard”.

	Part A General Description of Nursery

	Manual Requirement
	Relevant Clean Plants Standard Section

	Contact information

Nursery description

Plant inventory list
	Section 1.0

“The auditor will require a general description of your nursery”.

The information includes
- Size of the properties
- Number of employees
- Type of production
- Inventory list.

	Nursery maps
	Section 3.1

“A map detailing specific areas of the nursery (i.e. potting, propagation, shipping, isolation, etc.) as well as the location of each zone within the production areas must be included in the Clean Plants Nursery Manual.”

“Include in the Nursery Manual a regional road map showing driving directions to the nursery.”

	Plant supplier list
	Section 3.2.1

“The Nursery Manual should describe how the nursery maintains a record of all current plant suppliers including company name, location and business address, plant genera purchased from that supplier, quantities and sizes.”

	Risk analysis
	Standard Introduction (Risk Analysis)

“A first step in the certification process will be to complete a risk analysis of your nursery business.  The next step is to write a description of your operation and its particular risk factors to identify the relative risk situation at your facility.”

	Records and Documents
	Section 3.7

“Records that track the identity of plant and provide information for trace back and trace forward searches must be kept for seven (7) years.  Other records that are required must be maintained for a minimum of three (3) years.”


	Part B
Management Responsibilities
	Clean Plants Standard Reference:
Section 1.0, 2.0, 2.1, 2.2, and 5.2


	
	Manual Attachments applicable to Part B:
B.1 List of trained staff positions
B.2 Staff Clean Plants training records
(this attachment is not required if records are available electronically in the nursery record keeping system)


	Completion check list:
· Identification of the Certification Manager (and alternate)
· Identification of the Crop Protection Manager (and alternate)
· Identification of the Internal Auditor
· Statement of management commitment
to staff, training and resources in implementing the Clean Plants program

· Statement of staff commitment
to the responsibilities delegated by the Clean Plants program

· List of staff positions that will be trained
for various tasks within the Clean Plants program
· Staff training records that relate to the Clean Plants program
or a description of the method to access this information




Contact Information for Management Personnel
	Clean Plants Position
	Name
	Phone number
	Email address
	Clean Plants Training
(circle one)

	Certification Manager
	
	
	
	DVD or Workshop

Date:

	Crop Protection Manager
	
	
	
	DVD or Workshop

Date:

	Internal Auditor
	
	
	
	DVD or Workshop

Date:

	Alternate to the 
Certification Manager 1
	
	
	
	DVD or Workshop

Date:

	Alternate to the
Crop Protection Manager 1
	
	
	
	DVD or Workshop

Date:


1 The alternate is a designated employee that will replace the permanent officer when away from the nursery or on vacation.
Statement of Management Commitment

I, (print name) ______________________________________________________________________________________________
(print title at the nursery) ___________________________________________________________________________________

(print legal name of nursery) ___________________________________________________________________________________
endorse and accept this Clean Plants Nursery Manual.
I will ensure that the individuals named below, responsible for implementing this Clean Plants program:

· are properly trained to complete their assigned duties and tasks,
· properly complete their assigned duties and tasks outlined in this Nursery Manual, and

· are given full staff cooperation in completing their assigned duties and tasks.

I will ensure that all corrections and updates to this Nursery Manual are properly maintained and that all non-conformities within this certification system are corrected in a manner and timeframe acceptable to the Canadian Nursery Certification Institute.

	Date
	Name
	Title
	Signature

	
	
	
	


Statement of Staff Commitment

Witness the following statement by filling in the table below.
I understand and accept the responsibilities that have been delegated to me as outlined in this Clean Plants Nursery Manual.
	Date
	Name
	Clean Plants position
	Signature

	
	
	Certification Manager
	

	
	
	Crop Protection Manager
	

	
	
	Internal auditor
	

	
	
	Alternate to
Certification Manager
	

	
	
	Alternate to
Crop Protection Manager
	


Nursery Staff Training

Prepare a list of staff positions that are responsible for specific tasks within the
Clean Plants Program.  This is a not a list of specific employee names, but rather
a list of positions at the nursery that can be filled by different employees
that have received Clean Plants training for specific tasks.

The list the staff positions that would perform the following Clean Plants related tasks must include:

· Incoming plant inspections and records

· Shipping inspections and records

· Clean Plants Stamp authorized use and storage (electronic or ink stamp)

· Pest monitoring and pest reports

· Pest control actions

· Staff positions that decide on plant placement or plant identification (in regards to Certified and non-certified status) within the production areas.

Attach the list of staff positions as Manual Attachment B.1.

Staff Training Records

Records must be kept when training specific employees for tasks related to
the Clean Plants program.

Attach a print copy of the training form as Manual Attachment B.2.
This form can also be maintained electronically within your record keeping system.
If the nursery does not currently have a form to track training records,
it can modify the Template found on the following page.

Template: Training Records

A certified nursery does not have to use this Template or prepare a new form.  It is acceptable for this program to document using another method that better fits the procedures used at the nursery.
	Date of Training
	Employee Name
	Clean Plants Responsibility
	Training Taken

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note that confidential personnel files should be kept separate from this form.

Clean Plants Standard Quick Reference
Review this table to ensure all required information was entered into the Nursery Manual.  For a complete review of this program, consult the document “Clean Plants Standard”. 

	Part B Management Responsibilities

	Manual Requirement
	Relevant Clean Plants Standard Section

	Identify the Certification Manager (CM)
	Section 2.1.1

“The Certification Manager is responsible for all aspects of the Clean Plants program.”  The Standard then describes duties.

The Certification Manager must “Attend the Clean Plants Training Workshop, or watch the Clean Plants Workshop DVD if no live workshops are scheduled.”

	Identify the Crop Protection Manager (CPM)
	Section 2.1.2

“The Crop Protection Manager must be adequately trained to carry out the requirements of the Pest Management Plan.

The Crop Protection Manager may be the same person as the Certification Manager at a small nursery.  This position can also be assigned to a third-party consultant.”

	Identify the
Internal Auditor
	Section 2.1.3

“The auditor must not audit the tasks they conduct themselves.  An exception is a small nursery with a sole operator and no permanent employees who may audit their own facility.

Qualifications of the auditor include (…) having completed the CNCI internal auditor orientation.”

	Statement of management commitment
	Section 2.0

“Management must make a statement of confirmation of the nursery’s commitment to the Clean Plants Standard and adherence to its Clean Plants Nursery Manual.”

	Nursery staff training
	Section 5.2

“The staff positions responsible for plant inspections and follow up actions must be listed in the Clean Plants Nursery Manual.”

Section 2.2

“Employees who are required to perform specific functions for the Clean Plant Program shall be trained in the area for which they are responsible.  Training records shall be maintained.”


	Part C

Plant Identity and
Certification Status
	Clean Plants Standard Reference:

Sections 3.22, 3.2.3 and 3.7


	
	Manual Attachments applicable to Part C:
C.1 Plant identification methods (examples)

C.2 Traceability records or methods (examples)



	Completion check list:
· Description of the plant identification methods at the nursery
· Description of nursery systems that will allow trace-backward
and trace-forward of plant movement from buyer to customer
· Method of communicating to staff
the certification status of plants received at the nursery
· Method of tracking the 30 day period after receiving non-certified plants,
in which time the plants must be identified as non-certified



Plant Identity

Describe how the plants are identified at the nursery (genus, species, cultivar, plant size).
This can include inventory labels, stakes with plant names, flag colour system, coloured tape system, coloured paint system, etc.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Attach examples in Manual Attachment C1.
Use pictures or photocopies of the labels, stakes, flags, etc.
Plant Traceability
How can the plants be traced back to the last growing location
and traced forward to the buyer or final destination?

A certified nursery should be able to trace production plants, regardless of source,
through its production system back to the plant supplier or the time of propagation.

The timeframe for trace back and trace forward can be a few hours to a few days.
However, the faster that these traces can be done with accuracy, the lower the probability that shipping from your nursery is disrupted if there is a serious pest find.  For regulated pests, CFIA will determine the requirements under which your nursery must comply. 
Provide a complete explanation that illustrates and documents:

· How the plants can be traced to propagation or the supplier

· How plant movement is tracked within the nursery

· How the plants can be traced to the buyer or final destination.
1) Trace back to propagation or to the plant supplier
(including plant movement within the nursery)
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

2) Trace forward to the buyer or the final destination (including repotting or discarding)

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Attach examples of records and methods in Manual Attachment C.2.
Include examples of propagation records, potting records, method of tracking inventory, method of documenting sales, etc.
If the nursery does not currently have forms for propagation records, it can modify the Template found at the end of this section.

Time Period Required for Clean Plants Certification

1) Describe how the status of incoming plants will be communicated to the nursery staff.

Incoming plants may be “certified” or “non-certified”.  The status must be communicated to staff responsible for incoming plant inspection.  The communication can be visual, verbal, written, etc.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

2) Describe how the identity of non-certified plants will be maintained before the plants become “certified”.

Non-certified plants must have their identity maintained with different labelling,
space segregation or a similar method which is easily recognized by nursery staff. 
The distance for physical space separation must be determined by the nursery to prevent pest infestation of Certified plants by the potentially infested non-certified plants.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

3) Describe how the 30-day period will be tracked for each group of non-certified plants received at the nursery.

Plants received at the nursery as “non-certified” must be on-site for 30 days,
at which time the plants become “Clean Plants Certified”. The method to identify non-certified plants can also be used to track the 30-day period to certification.
Non-certified plants must be monitored for pest infestations during this 30 day period.  Effective control actions must be implemented when a pest infestation is detected above the ‘practically free’ threshold for unregulated pests and eradicated for regulated pests.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Template: Propagation Records

A Clean Plants certified nursery can use this Template to record source and
movement of plants during in-house propagation, or modify as required to prepare a form tailored to nursery procedures.

A certified nursery does not have to use this Template or prepare a new form.
It is acceptable for this program to retain the forms and records currently in place at the nursery.

	Date
	Plant Name
	Location of
Stock Plants
	Number of cuttings
	Initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Clean Plants Standard Quick Reference

Review this table to ensure all required information was entered into the Nursery Manual.  For a comprehensive list of requirements, consult the document “Clean Plants Standard”.

	Part C Plant Identity and Certification Status

	Manual Requirement
	Relevant Clean Plants Standard Sections

	Plant identity
	Section 3.2.3
“Plant identification records must be maintained to genus, species and cultivar to facilitate the trace forward or trace back of all plants on the nursery, regardless of their source.”

	Plant traceability


	Section 3.2.2
“The nursery must be able to document plant movement from origin or a specific period of time through the production in the nursery and out to the purchaser or next grower.

The nursery should document growing locations within the nursery.  The level of detail of the growing location that the nursery provides is the nursery’s prerogative.  However, when a serious pest is discovered, the more distinctively a location can be identified, the less regulatory action may result.

	Time period required to Clean Plants Certification  
	Section 3.4

“All plants will be considered certified if they:
- Are received as certified stock from CNCP or Clean Plants certified Canadian suppliers, or
- Have been received accompanied by a Phytosanitary Certificate from the country of origin.”
“Plants with a non-certified status will become ‘Clean Plants’ certified after meeting the following criteria:
- The plants are on site for a minimum of 30 days
- And, the plants are inspected within the 30 days as per nursery protocol and a follow-up action is implemented when a pest problem is detected.”

	Records and Documents
	Section 3.7

“Records that track the identity of plant and provide information for trace back and trace forward searches must be kept for seven (7) years.  Other records that are required must be maintained for a minimum of three (3) years.”


	Part D
Receiving Plants Inspection
	Clean Plants Standard Reference:

Section 3.3, 3.7 and 5.2

	
	Manual Attachments applicable to Part D:

D.1 Receiving documentation examples
D.2 Incoming plant inspection record examples


	Completion check list:

· Description of the plant inspections for pest problems
performed at receiving
· Determination of certification status at receiving
· Method of recording the plant inspection and results
· Method of maintaining the certification of plants
that are purchased for immediate resale



NOTE:
Nursery Manual Section D does not apply to a nursery that propagates all stock on-site
and does not receive from off-nursery sources:

- plant parts for propagation (root stock, cuttings, budwood, scions), or
- rooted plants for growing-on or for resale.
Inspection of Incoming Plants

1) Describe the inspection process for incoming plants.

Plants arriving “certified” must be inspected for pests before moving into the production area.  Plants arriving “non-certified” must be intensively inspected for pests.
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Attach examples of documentation for incoming plants as Manual Attachment D.1.

Include examples of typical documentation such as bill of laden, shipping slip or invoice.

2) How will this inspection be recorded?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Many nurseries note the plant inspection results with an inscription on the shipping documentation.  The examples provided in D.1 should show the method used by the nursery.

If the receiving inspection is recorded on a form other than the standard shipping documents received with the plants, attach a copy as Manual Attachment D.2.

If the nursery does not currently have forms for this task,
the Template found at the end of this section can be modified for this purpose.

Inspection of Incoming Plants (continued)

3) How will you determine the Clean Plants Certification status of plants
when they are received at the nursery?
For nurseries with the P. ramorum module, how will you determine
the P. ramorum Certification of plants when they are received at the nursery?
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Plants Purchased for Immediate Resale

For plants purchased for immediate resale,
describe how the certification status of these plants will be identified and maintained
in the shipping area, the loading dock and on the subsequent shipping documentation.
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Template: Incoming Plants Inspection Record

A Clean Plants certified nursery can use this Template to record incoming plant inspections, or modify as required to prepare a form tailored to nursery procedures.

A certified nursery does not have to use this Template or prepare a new form.
It is acceptable for this program to record inspection results on documents accompanying plants on arrival.

	Date:
	

	Supplier Name
	

	Location
	

	Clean Plants Certification designation
	

	Inspection Results
	

	Follow up Action
	

	Inspector’s Name
	
	Initials: 


Clean Plants Standard Quick Reference

Review this table to ensure all required information was entered into the Nursery Manual.  For a comprehensive list of requirements, consult the document “Clean Plants Standard”.
	Part D Receiving Plants Inspection

	Manual Requirement
	Relevant Clean Plant Standard Section

	Inspection of incoming plants
	Section 3.3

“Each shipment of plants that are brought into the nursery from outside sources must be inspected and documented:
     - To verify the certification status of the plants
     - Plants arriving certified must be inspected for pests before being moved into the production area
     - Plants arriving non-certified must be intensively inspected for the presence of pests.”

“The staff positions delegated to conduct incoming inspections (…) shall initial each inspection record.”
Section 5.2

“All plant shipments must be inspected for pests on arrival and at shipping.”

	Plants purchased for immediate resale
	Section 3.3

“Non-certified plant purchases that are held for immediate re-sale (within 30 days) cannot be sold as Clean Plants certified plants.  The uncertified status must be clearly stated on the packing slip and invoice.”

	Records and Documents
	Section 3.7

“A Clean Plants certified nursery must maintain the following records and have them available on request by the auditor.

Incoming Packing / Shipping Slip or Invoice.

     Supplier

     Plant name

     Quantities

     Phytosanitary Certificate for imports

     Certification status

     Incoming plant inspection notation

     Follow up action

     Inspector’s name or initials”


	Part E

Shipping Inspection
	Clean Plants Standard Reference:

Sections 3.2.4., 3.5, 3.5.3, 3.6 and 3.7


	
	Manual Attachments applicable to Part E:
E.1 Shipping Documentation examples
E.2 Shipping Inspection Record examples


	Completion check list:
· Description of the plants inspections for pest problems
performed at shipping
· Method of recording the shipping inspection
· Method of separating inspected plants and non-inspected plants
in the shipping area
· Method of stating the certification status of plants on shipping documents
· Method of designating as “non-certified” the plants
whose origin is unknown
· Definition of ‘practically free’ from unregulated pests
· Method that ensures the plants with a pest infestation
above the ‘practically free’ definition
are not shipped and are set aside for control action



Inspection at Shipping

1) Describe the procedure for inspecting plants for pests at the time of shipping.
This procedure must confirm that the shipped plants are free of regulated pests
and ‘practically free’ of unregulated pests.
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

2) Describe how this inspection will be recorded.
______________________________________________________________________

______________________________________________________________________

Attach examples of shipping documentation as Manual Attachment E.1.

This documentation can be a copy of the picking slip, delivery slip, invoice, etc.  Highlight where the inspection record is made.

If the shipping inspection is recorded on a form other than the standard shipping documents used at your nursery, attach a copy as Manual Attachment E.2.

3) Describe how, at shipping, inspected plants will be kept separate
from plants that have not been inspected.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Inspection at Shipping (continued)

4) Describe how Certified and non-certified plants will be clearly designated
on the shipping documentation.
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

5) Describe how plants that have become non-certified because of unknown origin
will be sold as non-certified. 

Plants of “unknown origin” include plants from an unknown source,
plants from unknown propagation source or gathered in the wild, or plants without a known certification status.  Plants that were returned by a non-certified customer become non-certified when received at your nursery. 
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Sale of Plants with Minor Pest Infestations

1) What is your definition of “practically free” of unregulated pests?
Describe who will make the final decision and provide examples of minor non-regulated pest infestations that would be acceptable on shipped plants.  
The definition of “practically free” does not have to be a number (so many insects per plant).  Instead, it can relate to a wide range of factors that would impact the decision: the seasonal nature of the pest, the type of customer, the impact on the reputation of the nursery, etc.  
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

2) When certified plants inspected at the time of shipping are found to have unregulated pests above the level of “practically free”, how will you ensure the plants are not shipped and put aside for follow-up control action?
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Clean Plants Standard Quick Reference
Review this table to ensure all required information was entered into the Nursery Manual.  For a comprehensive list of requirements, consult the document “Clean Plants Standard”.

	Part E Shipping Inspection

	Manual Requirement
	Relevant Clean Plant Standard Sections

	Inspection at shipping
	Section 3.5

“Each shipment of plants must be inspected prior to shipping for both regulated and unregulated pests regardless of certification status in accordance to inspection procedures as outlined in the nursery’s Clean Plants Nursery Manual.”

	Designating non-certified plants on shipping documents
	Section 3.5

“Non-certified plants must be clearly identified on the packing or pick slip as well as the delivery memo and invoices.”

	Plants non-certified because of unknown origin
	Section 3.2.4

“Plants or blocks of plants with inadequate identification can be sold as uncertified without jeopardizing the Clean Plants certification status of the nursery.

Inadequate identification includes plants of unknown origin (cuttings gathered in the wild, or plants received as non-certified) or an unknown growing location (plants returned from non-certified facilities or lack of documentation).”

	Plants non-certified because of unknown origin
	Section 3.6

“If the plant order contains certified and non-certified plants (because of inadequate identification or inadequate residency), the difference between the two designations must be clearly shown on the shipping documentation.

The non-certified plants will be identified through a separate label, physical space separation or other similar method.”


Quick Reference continued

	Part E Shipping Inspection

	Manual Requirement
	Relevant Clean Plant Standard Section

	Sale of plants with minor pest infestations
	Section 3.5.3

“Plants must be sold practically free of un-regulated pests and free of regulated pests.  

To be considered practically free of other pests, plants must be without pests in numbers or quantities in excess of those that can be expected to result from, and be consistent with, good cultural practices employed in the production and marketing of those plants.

Plants with minor infestations of un-regulated pests that are normal for the time of year or due to weather conditions could be considered practically free and could be sold as Clean Plants certified.”

“Plants with a major pest infestation cannot be sold as ‘Clean Plants Certified’.”

	Records and Documents
	Section 3.7

“A Clean Plants certified nursery must maintain the following records and have them available on request by the auditor or CNCI administrators.

Outgoing Shipments (delivery memo, packing slip, invoice):

     Purchaser
     Plant name

     Quantities

     Phytosanitary Certificate for exports

     Certification status

     Outgoing plant inspection notation

     Follow up action

     Inspector’s name or initials.”

“Records that track the identity of plant and provide information for trace back and trace forward searches must be kept for seven (7) years.  Other records that are required must be maintained for a minimum of three (3) years.”


	Part F

Shipping Plants to CNCP Nurseries
	

	
	

	


NOTE:

This section is now deleted.  No action is necessary.

It was part of previous versions of the Clean Plants Nursery Manual.

The requirements have been removed from the Clean Plants Standard.

	Part G
Clean Plants Stamp
	Clean Plants Standard:
Sections 3.6 and 3.7


	
	Manual Attachments applicable to Part G:
E.1 Shipping Documentation examples

(this attachment was outlined in Part E)



	Completion check list:
· Description of secure storage of the electronic or ink
Clean Plants Certification Stamp
· Policy for use of the Clean Plants Certification Stamp
on shipping documentation
· Method of displaying the required information on the documents
where the Clean Plants Certification Stamp is used



Clean Plants Certification Stamp

1) Describe where the Clean Plants Stamp is stored securely at your nursery.
The Stamp can be either the electronic version supplied every year by CNCI or
a physical ink version which was produced using the annually supplied electronic version.
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

2) Describe the policy for use of the current Clean Plants Stampon shipping documentation.
This policy should describe whether the nursery expects to use
the full Stamp logo (with the current year) or only the Certification ID number,
and the method of placing the Stamp on the documentation.
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

3) How will the following information be displayed on the shipping documentation
when the Clean Plants Stamp is used?
Is the information already part of the shipping documentation, or it is kept elsewhere?

i. Shipping destination in Canada

ii. Plant genera and species, variety or cultivar

iii. Number of plants

iv. Number of Certified plants

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Examples of this shipping documentation displaying the Clean Plants Stamp
and information listed above should be included in Manual Attachment E.1.
This includes examples of packing slips, delivery slips or invoices.
Clean Plants Standard Quick Reference
Review this table to ensure all required information was entered into the Nursery Manual.  For a comprehensive list of requirements, consult the document “Clean Plants Standard”.
	Part G Clean Plants Stamp 

	Manual Requirement
	Relevant Clean Plant Standard Section

	Secure storage of
Certification Stamp
	Section 3.6

“Each year an electronic formatted version of the Clean Plants Stamp will be issued to your nursery.

Your nursery can use the stamp electronically to ‘stamp’ shipping documents or have an ink stamp made. All stamps will show the year to which they apply.”

	Policy for use of Certification Stamp 
	Section 3.6

“The Nursery Manual will specify under which conditions the Clean Plants Certification Stamp and Certification Identification Number (electronic or ink stamp) will be used.

The Clean Plants Certification Stamp must be used only as authorized.

Nurseries who are both Clean Plants certified as well as certified for a pest specific module will be provided with both the Certification ID number as well as the module on their Stamp.  Nurseries may use their Certification ID number as well as their specific pest module designation on nursery documents.”

	Required shipping information
	Section 3.6

“When the Clean Plants Certification Stamp is used on shipping documents, the following information must also be provided on the slip:

- Shipping destination in Canada
- Plant genera and species, variety/cultivar
- Number of plants
- Number of Certified plants.”

	Records and Documents
	Section 3.7

“Records that track the identity of plant and provide information for trace back and trace forward searches must be kept for seven (7) years.”


Pa
	Part H
Pest Management
in Production
	Clean Plants Standard

Sections 3.7, 5.2


	
	Manual Attachments applicable to Part H:
H.1 Pest Log

H.2 Pesticide application records
or control measures records
if not included in the Pest Log



	Completion check list: 

· Description of pest monitoring procedure at the nursery
· Method of determining control method and timing
when a pest infestation is detected
· Examples of pest scouting / monitoring documentation
as well as pesticide application records



Pest Detections and Control

1) Describe the pest monitoring procedure at the nursery.
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
2) If applicable, describe the following components of the pest monitoring program.
i. Frequency of inspections during the growing season
______________________________________________________________________

______________________________________________________________________

ii. Methods of inspection (including tools and random approach)
______________________________________________________________________

______________________________________________________________________

iii. Number of plants inspected per block or per sample

______________________________________________________________________

______________________________________________________________________

3) Describe the procedure to determine which control method and timing
will be implemented after a pest infestation is detected. 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Pest Management Records

Describe the documentation used for pest scouting and monitoring,
as well as follow-up pest management actions.
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Attach an example of the pest monitoring log as Manual Attachment H.1.

If the nursery does not currently have forms for this task,
it can modify the Template found at the end of this section.

Attach an example of the pesticide application log as Manual Attachment H.2.
For a nursery certified under the P. ramorum Certification Module, the pesticide application log must include fungicide sprays required by the procedures outlined in that Module.

Template: Pest Log and Follow-up Action

A Clean Plants certified nursery can use this Template to document pest management activities, or modify as required to prepare a form tailored to nursery procedures.

A certified nursery does not have to use this Template or prepare a new form.
It is acceptable for this program to retain the forms and records currently in place at the nursery.

	Date of Inspection
	Location
	Plant(s)
	Pest found
	Inspector initials

	
	
	
	
	

	Date of Application
	Control method
	Product used
	Product rate
	Applicator name

	
	
	
	
	

	Date of Follow up
	
	
	Follow up inspection
	Inspector initials

	
	
	
	
	


	Date of Inspection
	Location
	Plant(s)
	Pest found
	Inspector initials

	
	
	
	
	

	Date of Application
	Control method
	Product used
	Product rate
	Applicator name

	
	
	
	
	

	Date of Follow up
	
	
	Follow up inspection
	Inspector initials

	
	
	
	
	


Clean Plants Standard Quick Reference
Review this table to ensure all required information was entered into the Nursery Manual.  For a complete review of this program, consult the document “Clean Plants Standard”. 

	Part H Pest Management in Production

	Manual Requirement
	Relevant Clean Plant Standard Section

	Pest detections
and control
	Section 5.2

“Certified and non-certified plants at the nursery shall be monitored for pests throughout the growing cycle.

The Nursery Manual must describe procedures or processes designed to detect and control a pest population to a level that meets the nursery’s definition of practically free of non-regulated pests and free of regulated pests.
The Nursery Manual may detail frequency of monitoring, numbers of plants examined per block, and record keeping.
Follow up corrective actions and control measures must be performed in a timely manner. Those records must be matched to the detection records.”

	Pest management records 
	Section 3.7
“A Clean Plants certified nursery must maintain the following records and have them available on request by the auditor.

Monitoring inspections and subsequent control actions
The monitoring record will include:

· Date of Inspection
· Location
· Plants and Pests Found
· Inspector Initials
· Samples sent to outside diagnostic laboratories.”
A corresponding pest control record should be used when control measures are required as a result of the monitoring.

The pest control record will include:

· Pest

· Date of Application

· Control Method

· Product Used and Rate

· Applicator Name

The follow-up to the pest control action should be included in the next monitoring record.” 


	Part I
Regulated Pests and Other Pest Modules
	Clean Plants Standard Reference:

Section 3.5.1, 3.5.2, 3.8, 5.1, 5.3


	
	Manual attachment applicable to Part I:

I.1 CFIA management or control programs

I.2 Clean Plants Pest Specific Modules

I.3 Other pest-specific certifications (optional)



	Completion check list: 

· List of CFIA regulated pests for host plants produced at the nursery
and present in the area where the nursery is located

· Procedure to verify compliance with specific
regulated pest certification programs or applicable CFIA Directives

· Procedure to maintain a list of regulated pest finds
on the nursery location(s) certified under Clean Plants
· List of the Clean Plants Pest Specific modules
for which your nursery is qualified
· List of biosecurity measures



Special Requirements for CFIA Regulated Areas

List the CFIA regulated pests that
- Are present in the area where your nursery is located, and
- Can infest plant genera that are produced at your nursery.

Directives from the CFIA (Canadian Food Inspection Agency) can be accessed at: http://www.inspection.gc.ca/english/plaveg/protect/dir/directe.shtml.

	Regulated Pest
	CFIA Directive #

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


The nursery must comply with provincial and federal regulatory requirements including notification to CFIA (Canadian Food Inspection Agency) for all regulated pest finds outside of their known regulated area. 

CFIA Specific Regulated Pest Program
1) Describe the procedures used to verify compliance with specific regulated pest certification programs or CFIA Directives that apply to the nursery.

These procedures are detailed in the CFIA Certification Manuals maintained at your nursery.  As an alternative, briefly outline the specific pest control procedures required by CFIA directives that apply to the nursery plant inventory.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Attach a list of CFIA specific regulated pest programs that apply to the nursery as Manual Attachment I.1.

Provide an electronic link to the program reference.  The CFIA document can be found at the website http://www.inspection.gc.ca/english/plaveg/protect/dir/directe.shtml 

CFIA = Canadian Food Inspection Agency.
Record of Regulatory Pest Finds
1) Describe the procedure for maintaining a list of regulated pest finds on the nursery. 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Clean Plants Pest Modules and Other Pest Certification Manuals

Check all that apply to the nursery.

· Clean Plants P. ramorum Certification Module

· Clean Plants Pest Specific Module other __________________________

· Other pest-specific certification _________________________________

Attach the relevant Clean Plants Pest Specific Module(s) as Manual Attachment I.2.

Attach a list of other pest-specific certification programs that apply to the nursery
as Manual Attachment I.3.

Biosecurity

What biosecurity practices are implemented at the nursery?

Check all that apply:

· Refer to Manual Attachment I.1 List of CFIA programs for regulated pests

· Refer to Manual Attachment I.2 Clean Plants, P. ramorum Certification Module

· Other biosecurity practices are listed below.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Clean Plants Standard Quick Reference
Review this table to ensure all required information was entered into the Nursery Manual.  For a comprehensive list of requirements, consult the document “Clean Plants Standard”.

	Part I Detection of Regulatory Pests

	Manual Requirement
	Relevant Clean Plant Standard Section

	Special requirements for CFIA regulated areas 
	Section 3.5.1

“Nurseries located within areas that are regulated to control the movement of regulated pests may require Movement Certificates (MC) from CFIA to provide for movement of plant materials out of the regulated area.”

	Special requirements for Clean Plants modules
	Section 3.5.2

“Nurseries that wish to incorporate other pest-specific certifications may include the requirements for those programs within their Clean Plants Nursery Manual.”

	Regulated pests
	Section 5.1

“Requirements which comply with specific regulated pest certification programs or CFIA Directives when shipping outside of a regulated area must be met.”

	Detection of regulated pests 
	Section 3.8

“When requested by CNCI, the nursery must provide a list of any regulated or quarantine pests that have been found on the nursery within a designated time.

The nursery must also comply with provincial and federal regulatory requirements including notification to CFIA for all regulated pest finds outside of a regulated area.”
CNCI = Canadian Nursery Certification Institute

CFIA = Canadian Food Inspection Agency

	Biosecurity
	Section 5.3

“Biosecurity will follow requirements of Clean Plants pest specific modules.”


	Part J.
Internal Audits
	Clean Plants Standard Reference:

Sections 3.7 and 4.1


	
	Manual Attachments Applicable to Part J:

J.1 Internal Audit Reports
Related Form 

Appendix 7c (Checklist for External Audits)


	Completion check list: 

· Description of the internal audit process and method to be used
· An outline of approximate dates
for the two mandatory annual internal audits
· An outline of the method of communication
to be used by the Internal Auditor
· Description of the method used
to verify implementation of corrective actions



Internal Audit

1) Provide a brief description of the internal audit process.
The internal audit will identify where procedures described in the Nursery Manual
are not carried out, where the Nursery Manual needs to be changed to reflect current or updated methods, or where staff needs training.
All Parts of the Nursery Manual do not have to be reviewed at each audit.
The Internal Auditor may choose which sections of the Nursery Manual to review
as long as all of the Parts are reviewed over a one year period.
The name of the Internal Auditor was recorded in Part B of this Nursery Manual.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
2) Outline approximate dates, or range of dates, for the required internal audits.
A minimum of 2 internal audits must be conducted every year.  Other audits can be conducted when deemed necessary, for example ahead of an External Audit.
	Type of internal audit


	Focus of audit
	Approximate dates

	Required:

Growing season
	Nursery Manual Parts A, B, C, D, H, I
	

	Required:

Shipping season
	Nursery Manual Parts E and G
	

	Other if applicable

(describe)


	
	

	Other if applicable

(describe)


	
	


Internal Audit (continued)

3) Describe the method to be used for the Internal Audit.

The audit can take many forms.  Here are examples:

i. Using the Clean Plants External Audit checklist (found in the Appendices)

ii. Using staff interviews and observation of work activities

iii. Examining documents and records required by the Clean Plants program

iv. Examining the procedures described in the Nursery Manual
v. Confirming the nursery is able to carry out its Pest Management program.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

4) How will the Internal Auditor communicate the findings and, if required,
the Corrective Action Request?  Who at the nursery should receive these reports?
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

5) How will the Internal Auditor verify that the corrective actions
have been implemented?
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
Attach the completed Internal Audits reports as Manual Attachment J.1.
The completed Internal Audit reports become part of this Nursery Manual as they are added. See Part L of this Nursery Manual to note dates at which the additions are made. 

Clean Plants Standard Quick Reference
Review this table to ensure all required information was entered into the Nursery Manual.  For a comprehensive list of requirements, consult the document “Clean Plants Standard”.
	Part J Internal Audits

	Manual Requirement
	Relevant Clean Plant Standard Section

	Internal auditor
	Section 4.1

“The Certification Manager must appoint an internal auditor and management must empower that individual to conduct audits of the facility’s systems and the staff that are engaged in delivering the Clean Plants program at the nursery.”

“A third party contractor may be retained to do internal audits,
or a designated facility staff who does not have primary responsibility for the functions being audited, may be used.”

	Audit process
	Section 4.1

“A nursery has considerable flexibility in designing an audit process that will work for them.  This process must be documented in the Nursery Manual and must include the method of sign-off for any subsequent improvements they generate.”
“Audits must be done on all aspects of the Phytosanitary Management System and the Pest Management Plan described in the Clean Plants Nursery Manual.

“The certified nursery may conduct as many internal audits as necessary.  At a minimum, there must be two internal audits per year, one during the shipping season and one during the growing season.  The nursery may choose which parts of the Nursery Manual to review at each audit.  All parts of the Nursery Manual should be audited over one year.”

	Communication of findings
	Section 4.1

“A system must be developed to determine appropriate corrective action, to implement it in a timely fashion and to confirm success through follow-up review.”

	Completed internal audits
	Section 3.7

“A Clean Plants certified nursery must maintain the following records and have them available on request:
     Audit reports – internal and external
     Follow-up actions from audit reports.”


	Part K
External Audits
	Clean Plants Standard Reference:

Sections 4.2 and 7.0

	
	Manual Attachments applicable to Part K:

None

Forms Required:
Appendix 7c (External Audit checklist)
Appendix 9a (Corrective Action Request)


	Completion check list: 

· Detail the staff position responsible for scheduling the external audit
· Detail the primary contact for the external auditor
· A list of staff positions attending the external audit meetings
· Detail the staff position responsible for implementation
of the corrective actions within the specified timeline



External Audits

1) Name the nursery staff position that will schedule the external audit.

Staff position: ________________________________________________________

The external audit must occur once per year during the active growing season or before the end of the shipping season.  The list of accredited auditors can be found on the website of CNCI at www.cleanplants.ca.

2) Name the nursery staff position that will be the key contact ahead of the audit.

Staff position: ________________________________________________________

At least one week prior to the scheduled audit, this person will provide the external auditor with a copy of the Nursery Manual and the most recent Internal Audit report and External Audit report.
The Certification Manager is usually the person in charge of this process.  Ahead of the audit, the External Auditor will communicate to the Certification Manager the scope of the audit, which staff needs to be available for interview and the office space required.
3) List the nursery staff positions that should attend the opening or closing meetings.
	
	Attendance Required

	Staff Position
	Opening Meeting
	Closing Meeting

	Certification Manager
	Must attend
	Must attend

	Crop Protection Manager
	Must attend
	

	Internal auditor
	
	

	Other (describe)
	
	

	Other (describe)
	
	


4) Name the nursery staff position that will be the primary contact after the audit.

Staff position: ________________________________________________________

This person will be responsible for implementing corrections within a determined time line if requested by the External Auditor in a Corrective Action Request.
This person will also be responsible for changes to the Nursery Manual following recommendations made by the External Auditor or as a result of non-compliance.

Clean Plants Standard Quick Reference
Review this table to ensure all required information was entered into the Nursery Manual.  For a comprehensive list of requirements, consult the document “Clean Plants Standard”.

	Part K External Audits

	Manual Requirement
	Relevant Clean Plant Standard Section

	Scheduling the external audit
	Section 4.2

“It is the facility’s responsibility to schedule the auditor of their choice.  A list of accredited auditors will be posted on the CNCI website at www.cleanplants.ca.”



	Contact person(s)
before, during and after the audit
	Section 4.2

“Full details of this process can be found in the Appendix 7d Audit Processes and Responsibilities.”


	Part L
Updates to the
Clean Plants Nursery Manual
	Clean Plants Standard:

Section 6.0



	
	Manual Attachments applicable to Part L:

None

Use the page at the back of this Nursery Manual titled ‘Corrections and Additions to the Nursery Manual’


	Completion check list: 

· Description of the method to track changes
to procedures and records outlined in the Clean Plants Nursery Manual
· Description of how and when changes will be incorporated
into the Nursery Manual
· Method to assign version numbers and dates
to revisions of the Clean Plants Nursery Manual



Updates and Changes to the Clean Plants Nursery Manual
1) Describe how the nursery will keep track of proposed changes
to procedures and forms outlined in this Nursery Manual
until the changes are incorporated into an updated version of the Nursery Manual.
A blank page attached to the end of the Nursery Manual can be used
as a record keeping form.  An example is provided at the end of this document.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
2) Describe when and how these proposed changes will be incorporated
into an updated version of the Nursery Manual.
The Certification Manager is responsible for updates to the Nursery Manual
but can delegate the actual writing work to another person.
Changes must be incorporated into an updated version of the Nursery Manual
ahead of an external audit.  Substantive changes that relate to critical nursery practices, 
procedures or location of growing facilities should be reported to the CNCI.
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

3) Outline the method to date and number each version  of the Clean Plants Nursery Manual.
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Clean Plants Standard Quick Reference
Review this table to ensure all required information was entered into the Nursery Manual.  For a comprehensive list of requirements, consult the document “Clean Plants Standard”.

	Part L Updates and Changes to the Nursery Manual

	Manual Requirement
	Relevant Clean Plant Standard Section

	Changes to the Nursery Manual
	Section 6.0

“Changes must be incorporated into the Nursery Manual prior to a scheduled external audit.  CNCI may request a copy of the updated Nursery Manual.  The Certification Manager is responsible for all updates to the Nursery Manual.

Nurseries should report substantive changes in nursery practices, procedures or growing facilities or Nursery Manual revisions to the CNCI.”

	Identification of
the Nursery Manual
	Section 6.0

“All revisions to procedures, assignments of tasks, etc. should be summarized and noted in the Clean Plants Nursery Manual.

When the Nursery Manual is updated, the changes will be incorporated into the Nursery Manual.  Updated Nursery Manuals should be dated.”


Template: Changes to the Nursery Manual
Use this page (or modify as needed) to keep track of proposed changes
to the Nursery Manual until the changes are incorporated into an updated version

	Date
	Part and page
	Description of proposed change

(correction, addition, etc.)
	Initials

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


