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1.0	PURPOSE

To define the methods:

a) for creating and updating documented information to ensure appropriate identification and description, format and media, review and approval. 

b) To address the following activities for control documented information as applicable:
i. distribution, access, retrieval and use;
ii. storage and preservation, including preservation of legibility;
iii. control of changes (e.g. version control);
iv. retention and disposition.

	
2.0 SCOPE

This procedure covers control of OSH documented information.


3.0 REFERENCES 

3.1 ISO 45001:2018 Clause 7.5 Documented information
3.2 Document Master List
3.3 External Document Master List
3.4 Records Master List






























4.0 PROCEDURE

4.1 Internal Document

	Person In-Charge
	Flowchart / Description
	Documented Information

	



HOD/ MR



Authoritized personnel




Document Controller





Document Controller




Document Controller



Document Controller





Document Controller





Document Receiver
	
Create/ Revise the document
Stamp “MASTER COPY” on the back of each page of the new/ revised document
Stamp OBSOLETE on the superseded master copy document and keep as record
Update Document Master List
Stamp “CONTROLLED COPY” on the front of each page (if hardcopy document is to be distributed)
Receiver to acknowledge received of the CONTROLLED COPY document
Approved?
Upload and share the document in the server (for reference only)
YES
NO

	



Document Change Request (GEN-F01)





Master Copy




Obsolete Copy



Document Master List








Controlled Copy






Document Distribution Record (GEN-02)


 




4.2 External Document

	Person In-Charge
	Flowchart / Description
	Documented Information

	




HOD/ MR






Dcoument Controller





Document Controller






Document Controller







Document Controller





Document Controller






Document Receiver
	
Register the document in External Document Master List

Determine and obtain the necessary external document
Upload and share the document in the server (for reference only)

Replace and update to the latest version (where applicable)
Stamp “CONTROLLED COPY” on the front of each page (if hardcopy document is to be distributed)
Receiver to acknowledge received of the CONTROLLED COPY document
Stamp “MASTER COPY” on the back of document (for hardcopy only)


	











External Document Master List




Master Copy





















Controlled Copy




Document Distribution Record (GEN-02)






4.3 Control of Record 

	Person In-Charge
	Flowchart / Description
	Documented Information

	




HOD/ MR






Respective PIC






HOD/ MR
















Respecitve PIC
	
Keep the records at designated location for a minimum retention period

Identify the necessary records
Dispose or further retain the records
Review the records
Retention period due?
NO
YES

	




Record Master List

























4.4 Documentation Index System

This provides a guideline on indexing and numbering of documents. Document shall be numbered and indexed as follows: 

· OHS		= 	Occupational Health & Safety
· Appendix-xx	=	Appendix to QHSE Manual 
· DD-Pxx	= 	QHSE Procedure
· DD-Fxx	= 	QHSE Forms

Whereby:

DDD 	represents the Department or Process
P	represents Procedure
F	represents Form
xx 			  represents two digits serial number beginning with 01 

The DD codes in used are:
	No.
	Dept. Code
	Department / Process Name

	1.
	GEN
	General (covering all dept)

	2.
	HRA
	HR & Admin

	3.
	PUR
	Purchasing

	4.
	TNS
	Tender & Sales

	5.
	OPS
	Operation

	6.
	OHS
	Occupational Health & Safety




4.5 Authorized Approval
	
	Document
	Reviewed by
	Approved by
	Controlled by

	OSH Manual

	MR
	MD

	DCC

	Procedures
	MR
	HOD / MD

	DCC

	Forms

	MR
	HOD / MD
	DCC







