	[image: image1.jpg]



	PO Box 299 

Oberon NSW 

2787

ABN 98 107 506 208
	Version
	Author
	Reviewed 
	Reference

	
	
	D
	SM
	SEC
	POL-005

	
	
	22/03/2016

	
	
	Document and Data Control


Document and Data Control
Document Status

	Version
	Date
	Revision
	Prepared
	Reviewed
	Approved

	Draft
	19th July 06
	
	SM (McMahon)
	
	Executive Committee

	Issue
	1 Sep 2006
	Rev.0
	SM (McMahon)
	M Conners
R Fletcher
	Executive Committee

	A
	6 Dec 2006
	Rev.1
	SM (McMahon)
	M Conners
R Fletcher
	Executive Committee

	B
	25th April 07
	Rev.0
	SM (McMahon)
	M Conners
R Fletcher
	Executive Committee

	C
	20 May 2008
	Rev.0
	SM (McMahon)
	SEC / TM
	Executive Committee

	C
	May 2009
	Rev.1
	SM (Fletcher)
	SEC / TM
	Executive Committee

	D
	5th May 2015
	Rev.0
	Ian Davis
	G Bourne
	


Revision Record

	Revision
	Date Issued:
	Description of change:

	A-1
	6th Dec 06
	Changed section 6, Maintenance & Retention

	B-0
	25th April 07
	Revised  section 4.1.4 & OTHR-R-005,

(deleted R McMahon, added R Merriman)

	C-0
	20th May 08
	Revised, OTHR-F-015, OTHR-R-005,OTHR-F-001,

	C-1
	May 09
	Revised layout formatting and replacement of revised reference docs.

Changes to concept of Controlled vs Uncontrolled documents (Section 4)

Committee members now responsible for their own sequential numbering.

Document disposal revised (Sec 3.7)

	C-2
	Sep 09
	Detail revision and updated index.

	C-3
	20 Nov 09
	Copyright position (item 3), item 4.8.f (responsibility for maintaining the latest version), Title-block changes (4.2) and updated index.

	C-4
	01 Dec 2009
	Minor wording changes in section 5.

	D-0
	22/2/16
	Rewrite document


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  Safety Management system of Oberon Tarana Heritage Railway. This documentation and data 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 the OTHR wesite, guarding against their unintended use.

This control is applicable to all Oberon Tarana Heritage Railway Inc. (OTHR) documents.
1. Responsibilities
The following OTHR personnel have specific responsibilities under this policy:

· President
· Systems Manager

· Secretary
· Publicity Officer
· Document Controller
· Persons preparing documents relating to the Safety Management System.
2. 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. 
2.1 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.
2.2 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.

· AUTHOR: by title.
· REVIEWER/s abbreviation: eg. SEC  
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
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.

3. Managers Work Folders
Individual Managers and Rail Safety Workers with a supervising position will be responsible for updating their own documentation. Managers who have difficulty in downloading the latest versions should seek assistance for the latest copy.
Documents without a distribution list (eg. Toolbox Meetings) will be on the Website and they will be available when required by all parties.
3.1 Correspondence
Correspondence from OTHR is to go via the Secretary. Official correspondence from the Secretary bears a unique correspondence number.
a) Incoming Mail and Email to OTHR will be directed to the Secretary for action. The Secretary shall record the correspondence and act on the contents, file the information in the appropriate job related File. Correspondence is tabled at committee and general meetings.
b) Outgoing Mail and Facsimiles A copy of all outgoing correspondence MUST BE KEPT by the secretary and originator.
c) 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.
 Electronic Documents 
a) Electronic documents will be the Primary Document and will be identified by a date code (dd/mm/yy) eg:  documentname 150809.doc

b) Electronic documents will be stored in 2 places:

· On a Committee Members computer

· On a separate back-up disk drive

3.2 Controlled  Documents
a) All SMS documents reside on the internet (web) site. These documents are recorded in the Document Register

. 

b) Printed copies are un-controlled documents and the controlled version is that on the website.
c) It is the Committee Member’s  or user’s responsibility to check that the date on the document is the most current available by referring to the list on the Website. 
4. Maintenance and retention
· All OTHR documents are to be retained for a period of SEVEN YEARS from the date of their receipt or creation except for FINANCIAL documents which are to be retained for TEN YEARS.

· Following this period they will be sent to the OTHR Committee of Management for decision on whether it is to be archived or destroyed.

· Documents in use are the responsibility of the individual Manager or member.

· 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.

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