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	1. Introduction
	To ensure validity of documents that may form part of a legal defence, it is imperative that these documents are controlled, this is especially important during the review of the OH&S Risk Management program when there will often be a number of drafts of a procedure.

	2. Purpose
	Document control processes are designed to ensure the consistent and uniform management of electronic and hard copy documents relating to health and safety.

	3. Scope
	This practice standard relates to all Policies, Procedures and Practice Standards produced under the BBC OHS program. (Reference BBC Document Change Form.doc)

	4. Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions

	5. Procedure & Application 


	The following arrangements will be established in respect of Document Control:

1. All documents must be legible, readily identifiable, contain an issue date (and revision date where appropriate), print date, or version number, and where applicable, the name of the author/owner of the document. 

2. All pages of a document should be numbered sequentially and include the total number of pages, (For example 2 of 4)

3. All documents should be authorised with authorising position;

4. Where any document content is based on legislation, Codes of Practice/Advisory standards or Australian Standards, reference should be recorded on the document.

5. Documents must be maintained in an orderly manner for a specified period.

6. Any proposed changes/updates to documents in the BBC Workplace Safety program will be directed through the Document change forum.

7. Any changes/updates to documents in the BBC Workplace Safety program will be communicated by the Policy and procedure Internal Document Control Distribution Procedure.

8. A circulation listing should be maintained and regulated so that obsolete documents can be withdrawn.
9. Obsolete documents must be promptly removed from all points of issue and points of use.

10. Archived documents retained for legal or system evaluation purposes must be suitably identified, stored and managed. 

11. The document control procedures must be evaluated on an annual basis.

12. Documents must be readily accessible at a workplace and in locations that will maximise their use. This also includes access to (if applicable) any BBC Intranet sites.

13. The effective implementation of these procedures at the workplace must be evaluated on an annual basis (by way of the OHS self assessments)

	6.   Accountabilities 


	· A person should be identified at the workplace to act as the “Document Controller” for the workplace.

· The document controllers responsibility is to ensure these procedures are implemented at the workplace.

· Amendments to any business-specific documents will be communicated by a designated person within each business

	7.   Training 


	· All Managers and OHS representatives should have a working knowledge of the Document control process for BBC and its application to their site/workplace

	8.  Performance indicators & Audit Records
	· Evidence that a document control person is identified within the organisation.
· Forms comply with the document control procedure i.e.; review date, author, version number etc.

· Obsolete forms are removed as appropriate and revisions are communicated.

· Archived documents retained for legal or system evaluation purposes must be suitably identified, stored and managed. 

	9.  Related Forms & Templates
	· BBC Document Control Documentation changes templates

	10.  Record Keeping
	Please refer to the attached Records Register below


	11.  Legislation References
	

	Victoria
	Occupational Health and Safety Act 2004 

Occupational Health & Safety Regulations 2007

Accident Compensation Act 1985, Section 101

AS 1885 – 1991 National Standard for Workplace Injury and Disease

	NSW
	Occupational Health & Safety Act 2000

Occupational Health & Safety (Plant) Regulations 2001

Occupational Health & Safety (Asbestos Dust) Regulations 2001

Occupational Health & Safety (Asbestos removal Work) Regulations 2001

Occupational Health & Safety (Hazardous Substances) Regulations 2001

Occupational Health & Safety (Noise) Regulations 2001

Dangerous Goods Act 1975 & Regulations 1978

	QLD
	Workplace Health & Safety Act 1995

Workplace Health & Safety Regulations 1997

	South Australia
	Occupational Health & Safety Welfare Act 1986

Occupational Health & Safety Welfare Regulations 1999

	Western Australia
	Occupational Health & Safety Act 1984

Health Act 1911

Occupational Health & Safety Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & Safety Regulations 1991

	Commonwealth
	Aged Care Act 1997

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002

	Australia Only
	Aged care Accreditation Standard – Section 4.5 Occupational Health & safety

Retirement Village Association Accreditation Standard – Section 4 – Physical Resource Environment


OHS RECORDS REGISTER

	Record
	Responsibility
	Access rights
	Location
	Storage
	Disposal

	Employee medical records eg. Hep B, pre employment medicals etc.
	
	
	
	
	refer relevant legislation

	Risk assessment reports:

· Manual handling

· Plant & Equipment

· Hazardous Substances

· Dangerous goods

· Asbestos

· Ergonomics

· Confined Spaces
	
	
	
	
	7 years

	Health surveillance reports (eg. Hearing tests)
	
	
	
	
	60 years

	Atmospheric Monitoring
	
	
	
	
	30 years

	Asbestos Register
	
	
	
	
	30 years

	Workplace Noise Level Test
	
	
	
	
	refer relevant legislation

	First aid treatment register
	
	
	
	
	5 years

	Safe operating Procedures
	
	
	
	
	7 years

	Self assessment and improvement plans
	
	
	
	
	10 years

	Induction records
	
	
	
	
	3 years after employment ceases

	Training registers/records
	
	
	
	
	3 years after employment ceases

	Hazard reports
	
	
	
	
	7 years

	Hazard inspection reports
	
	
	
	
	7 years

	Incident Reports
	
	
	
	
	5 years

	Incident Investigation reports
	
	
	
	
	5 years

	Injury register
	
	
	
	
	5 years

	Authority Notifiable Incident reports
	
	
	
	
	5 years

	Rehabilitation case notes
	
	
	
	
	refer relevant legislation

	H & S Committee minutes
	
	
	
	
	5 years

	Toolbox/staff meeting minutes
	
	
	
	
	5 years

	Plant register
	
	
	
	
	5 years

	Maintenance and testing records
	
	
	
	
	operating life of plant and equipment

	Permits to work:

· Confined Spaces

· Hot Work

· Work at Heights

· General
	
	
	
	
	2 years

	Environmental reports
	
	
	
	
	10 years

	Material Safety Data Sheets
	
	
	
	
	5 years

	Hazardous Substances register
	
	
	
	
	5 years

	Consultants reports
	
	
	
	
	Variable

	add other records as identified
	
	
	
	
	


Responsibility:
Refer to the person/job title responsible for the retention of the record

Access rights:
Lists the persons/job title who are able to access the record

Storage:
Details the storage type (eg filing cabinet) and the access control (eg key)

Disposal:
Length of period document is to be kept before disposal. Relevant legislation and Standards will need to be considered when determining retention periods.  Documents of a confidential nature must be shredded and removed from site upon expiration.
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