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7
5 Purpose and scope
The purpose of this document is to outline the controls in place to manage all drawings, documentation and data that relates to the Rail Safety Management system of Oberon Tarana Heritage Railway. This documentation and data can be in many forms but the Primary Controlled Document is the electronic version on the OTHR website. Controls will ensure that:
· Appropriate documents are available at all locations where operations essential to the effective functioning of the quality system are performed.

· Invalid and /or obsolete documents are promptly removed from all points of issue or use, guarding against their unintended use.

· Any obsolete documents retained for reference purposes are suitably identified.

This control is applicable to all OTHR documents.
6 Responsibilities
The following OTHR personnel have specific responsibilities under this policy:

· CEO (President)
· Systems Manager

· All line Managers
· Secretary
· Publicity Officer
· Document Controller
· Persons preparing documents relating to the Safety Management System.
7 Document Procedures
The procedures below describe the parameters such as preparation, review, approval, control, identification, issue, revision and maintenance that are applied to data and document control.  The Document and Data Matrix Tables define how these parameters apply to each document. 
7.1 Quality Procedures

For the sake of uniformity, procedures must follow a standard format and layout. This section outlines the procedures to be followed as a guide for preparation of all OTHR SMS documents.
7.2 Preparation of documents

All documents will bear a standard title block which reveals detail about:

· VERSION: Alphabetical – a new version represents a substantial re-write of the original.

· REVISION: a number starting at zero – a minor series of amendments.

· REVIEWER/s abbreviation: eg. SEC  REFERENCE: Abbreviations  
Review will generally be by persons other than the author of the document.
· REFERENCE No.: a logical prefix (eg. TB = Toolbox)  + a number commencing at 000
· DATE of Version
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Standard Title Block
In addition most documents will also bear the following information on the title or subsequent page:
a) Document Status is a record of the version and revision dates.
b) Revision Record reveals a summary of the main changes made during revisions.

c) Distribution is a list of all people responsible for the implementation of the document.
All documents lose the OTHR prefix eg. OTHR-F-001 becomes F-001. 
7.3 Forms

Forms will all bear a standard title block and number prefixed “F” (eg. F-001). The Forms Register R-006 will be abolished and replaced with an electronic listing on the website.
. 
7.4 Manager’s Work Folders
Individual Managers and Rail Safety Workers with a supervising position will be responsible for updating their own documentation. Controlled documents will be in a register on the website with management documents in a secure access area at Oberon Station (see below). Managers who have difficulty in downloading the latest versions should contact the Document Controller for the latest copy.
7.5 Document Controller

The Document Controller will collate and control the stream of documentation required to manage and operate Oberon Tarana Heritage Railway. The Document Controller is responsible to the Systems Manager and will work in conjunction with the Systems Manager to maintain a Master File of all OTHR documentation and provide hard copies of the latest version of all documents to the positions listed on the Distribution Table. 

As at September 2009 the document registers, master copies and personnel files will be held at Oberon Railway Station in a secure office (formerly the Ticket Office).

Documents without a distribution list (eg. Toolbox Meetings) will be on the electronic register and the Document Controller will arrange for copies of important informative documents and policies to be on display at the Station or, if appropriate, at the work site.
For documentation on the electronic register there will be a distribution table showing the appropriate positions.  This will use abbreviations from F-004 Abbreviations and / or places where documentation is to be kept. In some places multiple copies will be required eg. F-017 Incident Reporting Forms.
7.6 Correspondence
Most correspondence from OTHR is expected to go via the Secretary during the developmental stages of OTHR. As the operating divisions expand, that will change. Official correspondence from the Secretary bears a correspondence number ………. 

All other official correspondence will be identified by a Reference Number using this simple format:
TM-013 L

· Where “TM” is the standard abbreviation (in this case Track Manager)
· And “013” is the 13th piece of correspondence from TM.

· The suffix will be L,  E  or F  (Letter, Email, Fax).

· A simple “cross off” sheet will be issued to keep a tally of numbers and DATE

REFERENCE: Abbreviations
a) Incoming Mail and Facsimiles to OTHR will be directed to the Secretary for immediate action. The officer in charge shall date stamp the correspondence and after acting on the contents, file the information in the appropriate job related File. Correspondence is tabled at monthly meetings.
b) Email relating to specific operational procedures, tasks, directions or requests will use the standard numbering system above.
c) Outgoing Mail and Facsimiles will use the standard numbering system above. A copy of all outgoing correspondence MUST BE KEPT.
d) Distribution of Contents: if copies of documents are distributed, the receiver MUST keep the original or a copy on file. This also applies to items received such as certificates, statements etc. especially documents relating to Rail Safety Worker Competency where details may required for our Safety Records.
 
e) All previous Document Registers (R-006, 7, 8, 9, 10) are no longer to be used.
7.7 Electronic Documents 
a) Electronic documents will be the Primary Document and will be identified by a 6 figure date code (dd/mm/yy) eg:  documentname 150809.doc

b) Electronic documents will be stored in 3 places:

· On the System Manager’s computer

· On a separate back-up disk drive

· On the Web-server

This will guarantee multiple redundancy to secure data.

7.8 Controlled  Documents
a) All Controlled documents reside on the internet (web) site. These documents bear a 6 figure date code to enable users to identify the latest version. The website URL is:  www.ozsite.com.au/oberonrailway


b) Most non-sensitive controlled documents will be available on the Website for all members and stakeholders. Sensitive documents will be stored on a Password protected system and restricted to approved personnel and the ITSRR.

c) Printed copies are un-controlled documents and the controlled version is that on the website.


d) Copies of documents need not be individually numbered but the distribution of copies is recorded in the Distribution Table.

e) Managers must ensure that all copies of the superseded document are physically replaced with the new issue.  Superseded documents should be sent to the Document Controller to be archived or destroyed.

7.9 Uncontrolled Documents

a) All documents are Uncontrolled when printed.

b) Managers and designated personnel listed on the Distribution Table are responsible for printing one Master File Hard Copy. 


c) Managers and designated personnel listed on the Distribution Table are responsible for checking that the Master File Hard Copy is the Latest Version.

d) Uncontrolled documents will include an issue date which gives an indication of the currency of the document.
7.10 Other Computer-based Documents and Data
All other computer based Controlled Documents should be identified by a 6 figure date code (dd/mm/yy) eg:  documentname 150809.doc


8 Maintenance and retention
· All OTHR documentation is to be retained for a period of SEVEN YEARS except for FINANCIAL documents which are to be retained for TEN YEARS.

· It is then to be sent to the Document Controller to be archived or destroyed by shredding if judged no longer required by OTHR Committee of Management.

· Documents in use are the responsibility of the individual Manager or member and they are responsible for safe storing, regular updating and maintenance of the records. 

· The responsible individual must ensure that records are maintained in good order in locations allowed for easy retrieval and protection from loss and deterioration.

· OTHR makes safety records available for inspection by authorised parties, as required. The request to view records must be made in writing to the management committee.

· ITSRR will have access to electronic data as soon as it is uploaded.
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