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Session Overview

Purpose: 

• To understand Alerts and Escalations.

• How to build effective Alerts and Escalations to manage work.

Session Leader:

• Braden Snapp, Technical Support Manager, Safefood 360

Timing:   

• 45 Minutes

Agenda:   

• Purpose of Alerts and Escalations (5 minutes)

• Alert Scenarios (5 minutes)

• Alerts and Escalation overview in Safefood 360 (10 min)

• Practical Exercise 1 (10 minutes)

• Practical Exercise 2 (5 minutes)

• Tips and Tricks (2 minutes)

• Questions (5 minutes)
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Purpose of Alerts: Alerts are used to 
ensure specific actions, events or 
conditions are brought to the attention of 
Users where relevant and at the 
appropriate time.
The main purpose of Alerts is: 

• To make sure that actions within Safefood 360 are accomplished in a 

timely manner

The other purpose of Alerts is:

• To make relevant people aware when a record needs their attention
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Tasks like:
• Issuing Work Orders

• Incident Alerting

• Reminders



Some Interesting Alert Facts!
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In Safefood 360 there are two types of Alerts

Alert:

• An Alert is a notification to a User that:

• A specific task or action is due

• An event has occurred

• Alerts are used to ensure the normal operation of the system and that the system, records, and actions 

are being kept up to date

• Alerts can also be used to remind a User that a specific action is overdue

• An Alert will only fire ONCE when the condition is first met.

Escalation (an alert on an alert):

• An Escalation is similar to an Alert, but is used when a specific task or action is significantly overdue or a 

specific condition has been met

• Escalations are typically based on the risk of the action or condition

• Escalations normally involve the alerting of an event up the management chain above the Employee 

directly responsible for the actions or activity 

• Escalations are always time based
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Your company may wish to have alerts 
under various scenarios in different 
modules of Safefood 360

Scenario: A Supplier has finished 
uploading all of their documents to 
Safefood 360.
Description: In Safefood 360 there is an Assessment 

program set up for the supplier. She has logged in 

through the portal and finished uploading all of the 

relevant documents for the assessment through the 

Assessment record.
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Your company may wish to have alerts 
under various scenarios in different 
modules of Safefood 360

Scenario: Fail result during a 
metal detection.

Description: A monitoring program is set 

up with a metal detection test. When a 

processor enters a fail result for the metal 

detection, an Alert is fired to a supervisor 

warning of detected metal.
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Your company may wish to have alerts 
under various scenarios in different 
modules of Safefood 360

Escalation Scenario: a manager 
is overdue in completing a 
task.

Description: A yearly audit program to 

check BRC compliance is weeks overdue. 

After the first alert when the record was 

created, an escalation is sent 2 weeks 

later to a manger of the overdue audit.
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Your company may wish to have alerts under various scenarios in 
different modules of Safefood 360

Potential Alert Scenarios

•When a supervisor needs to know that a record has to be verified and closed

•When a high risk Nonconformance record has been opened

•Or simply, when a record has been opened in a particular module

Potential Escalation Scenarios

•When a supplier has failed to complete a task (corrective action or document upload)

•When an employee has not completed a task within X days

•When a QA specialist has not acted upon an alert within a specified period of time
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Not all events and actions in SF360 need to be alerted: Using 
Risk

• An alert must in some way either prevent, mitigate, or reduce the 
likelihood of an adverse business or food safety impact occurring. In 
food safety terms, this value can be expressed in the form of risk.

Alerts must add value: 
What is value in an 

Alert?
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• In SF360 it is possible to assign risk to suppliers, materials, 
programs and entities

• It is this feature that gives value to alerts

Risk is the likelihood that a 
hazard will cause some 

adverse impact

Risk can be rated as 
high/medium/low/none



Model for Alerts:

Alert Escalation 1 Escalation 2

Overdue

2 weeks

Overdue

5 days
Due 0 Days

Record: Internal Audit

Stage: Audit Details

Responsible

Person

Responsible

Person

Responsible

Person

Supervisor Supervisor

BU Manager

Time

Alert

Sent

To:
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Where to find Alerts in Safefood 360: Utilities > Alerts

Add a New Alert by clicking 
here

Existing Alerts are 
displayed here. 
Note: The 
description is the 
main identifier

Alerts are located Under Utilities

The most recently sent 
alert date is shown here
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Alert Program View: After Clicking on an existing Alert

List of records 
that triggered the 
Alert

Standard list of Actions, 
including Audit Log of changes 
to the Alert

Click Edit to modify the 
Alert
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Folders for Alerts

Module for which the 
Alert should be active

Record type within the 
above selected module

The level of risk that the 
Alert should be triggered

The stage of the record

Describe the Alert (will 
be in email). Include 
Time!

List Users to Send Alert

Status of the record

Various Conditions can 
be applied here



Adding a Condition to an Alert restricts it to only certain scenarios

How many days past an Action Deadline will the Alert be triggeredAction Deadline Exceeded

• Corrective Actions

• Management Review

• Business Process

Restrict the Alert to only programs with a certain nameProgram Name Contains

• Nearly all modules in Safefood 360

Send an Alert when a certain result is present or a CCP occurs Result or CCP Result

• Calibration

• Cleaning

• Maintenance

• Monitoring

• Receiving

Other Conditions: Nonconformance, Action Status, Type, Decision
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All Conditions in the Alerts are AND conditions
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“The problem wasn’t in the tax break itself, which would let the 

state’s handful of nonprofit bingo halls pay a 9 percent tax instead 

of 36 percent. It was in a single word in the definition of a bingo 

hall: an “or” instead of an “and” that opened the door for bingo 

outfits around the state to get the tax break intended for those just 

dedicated bingo halls.” – Pioneer Press

“Dayton threatens tax cut bill veto over one (big) little 

word”



Difference between Alerts and the Email option on Scheduler
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Nearly all programs in Safefood 360 have a scheduler 

feature. This allows the user to send an email when a 

record is created from that program, for a number of 

days prior to when it is due.

This is different from an Alert, however, an Alert can 

replace the Scheduler function if desired.



Scenario: Supervisor to Review and Close 
Final Stage of a Record

Description: In this case, all records completed in 

Monitoring for the Production Line must be verified and 

released by a supervisor. Line workers complete the first 

part, then the supervisor must know when the record is 

ready to be reviewed and signed off.

Activity: Notifying a User that an Action is Due



Monitoring Record

The Monitoring record stage has 
been signed by the staff 
member.

Monitoring record is in the 
Verification stage

Verification Stage

Supervisor needs to know when the 
record is in this stage.



Create an Alert to Notify an User of Action Due

Activity: Notifying a User that an Action is Due



Activity 1 Cont.



Activity: Notifying a User that an Action is Due

Set up the Monitoring record to meet the Alert Conditions



Activity Review: Building an Alert to Notify a User of an Action Due
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Activity: Escalating an Overdue Action

Scenario: The QA Manager needs to be 
notified if a corrective action has not been 
completed in a timely manner.

Description: A corrective action has been created and 

the person responsible for the action has already been 

notified by an initial Alert. However, the CA remains 

open and unworked for 3 days.
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The Corrective Action is 
Awaiting Action Details.

The Deadline for both Actions 
was set to Feb. 20th.

But no Action has been taken or 
completed.
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Activity Continued – Escalating a Corrective Action Record



Create an Alert to Notify a Manager of an Overdue Action



Activity 2 Cont.



Activity Review: Escalating an Overdue Action

Alerts and Escalations with Safefood 360°



Tips & Tricks

Alerts and Escalations in Safefood 360

Seven additional tips & tricks for building an effective Alerts and Escalations.


