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Purpose, scope and users
The purpose of this procedure is to ensure control over the creation, approval, distribution, usage, and updates of documents and records (also called: documented information) used in the OH&SMS (Occupational Health &Safety Management System).	Comment by 18001Academy: If you already have ISO 9001 or ISO 14001, just insert this part into existing procedure for document control.
This procedure is applied to all documents and records related to the OH&SMS, regardless of whether the documents and records were created inside [organization name] or whether they are of external origin. This procedure encompasses all documents and records, stored in any possible form – paper, audio, video, etc.	Comment by 18001Academy: If you already have ISO 9001 or ISO 14001, just insert this part into existing procedure for document control.
This procedure doesn’t apply to documents and records regarding [describe the parts of organization that this procedure doesn’t apply to].	Comment by 18001Academy: E.g., Finance, accounting, general and legal affairs.
Users of this document are all employees of [organization name] inside the scope of the OH&SMS.	Comment by 18001Academy: If you already have ISO 9001 or ISO 14001, just insert this part into existing procedure for document control.

[bookmark: _Toc262723258][bookmark: _Toc267048914][bookmark: _Toc418266303]Reference documents
· OHSAS 18001:2007, clauses 4.4.5; 4.5.4	Comment by 18001Academy: If you already have ISO 9001 or ISO 14001, just insert this part into existing procedure for document control.
· OH&S Manual
· [other documents and regulations specifying document control]

[bookmark: _Toc262723259][bookmark: _Toc267048915][bookmark: _Toc418266304]Control of documents
[bookmark: _Toc262723260]Internal documents are all documents created inside the organization, e.g., policies, working instructions, records, etc., and types of records are listed in section 3.7.3 of this document.	Comment by 18001Academy: If you have a separate document with this purpose, delete this part and insert the name of the document.
[bookmark: _Toc418266305]Creation and identification of documents
All documents are identified by name, code, date of version, version number, and copy number. 
Identification of documents is performed as follows:
· Procedures are coded in the following way: [describe the organization’s standard practice].	Comment by 18001Academy: For example: 

Procedures are coded with four alphanumerical characters: PR.XX

The coding is as follows:
PR – Letter marking of type of document – e.g., PR stands for procedure
XX – Numerical marking – ordinal number of procedure in ascending order
· Records are coded in the following way: [describe the organization’s standard practice].	Comment by 18001Academy: For example:

Records are coded with five alphanumerical characters: PR.XX.Y

The coding is as follows: 
PR – Letter marking of document – procedure
XX – Numerical marking – ordinal number of procedure in ascending order in List of documents
Y – Numerical marking – ordinal number of record in ascending order in List of Type of Records

In this way, the record is directly connected to the procedure it refers to.
[bookmark: _Toc418266306]Document approval
All documents, regardless of whether they are new documents or new versions of existing documents, record templates, and working instructions must be approved by [job title]. Documents are approved in the following way: [job title] will approve the paper documents by signature.	Comment by 18001Academy: In case there are several document levels, for example: policies - procedures - instructions, which must be approved by different management levels, such requirements should all be specified. 
The procedure may also require that some individuals in the organization review the document before submitting it for approval to the person responsible.	Comment by 18001Academy: Alternatively, if using electronic documents, you can define that the document is approved by email, or by changing its status in the document management system.
[bookmark: _Toc262723262][bookmark: _Toc267048918][bookmark: _Toc418266307][bookmark: _Toc262723263]Publishing and distributing documents
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