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1.	Summary of procedure


 


Document control is one of the most important tasks in operating any documented management system. This procedure details how personnel generate and control those documents which are essential to the efficient operation of the GREENCODE Environmental Management System.





2.	Purpose of procedure


 


The purpose of the procedure is to ensure that all types of documentation contained within the GREENCODE environmental management manual are generated, issued and maintained in a consistent, effective and efficient manner, thus avoiding financial loss or loss of esteem due to the use of inaccurate information resulting from obsolete, illegible, possible untraceable or unauthorised documents.





3.	Implementation of procedure


 


This procedure shall apply to all documentation contained within the GREENCODE environmental management manual and all personnel involved in the generation, issuing and maintenance of its documentation. It shall be implemented by the Environmental Management Representative, supported by members of the environmental management team as necessary.





4.	Verification


 


Verification of particular elements within the GREENCODE environmental management manual will be required in the future. Verification of this procedure will be monitored by the correct generation, issuing and control of all documents within the GREENCODE system.





5.	Records


 


Certain records require to be maintained within the GREENCODE Environmental Management System to verify past activities and prove compliance with the Environmental management system, environmental policy and objectives. To assist with these requirements, the documents contained within the GREENCODE manual shall be regarded as the records relating to this procedure and should be made available in a readable manner to any auditors in the future. 





6.	Selected references  


 


1.	ISO 14001 Environmental management systems - specification with guidance for use. International Organisation for Standardisation, 1996.


 


7.	Appendices


Standard Form	Introduction of New Document	3.2.2 (SF/01)


Standard Form	Document Distribution Matrix	3.2.2 (SF/02)


Standard Form	Document Transmittal Note	3.2.2 (SF/03)


Standard Form	Request For Change	3.2.2 (SF/04)


Standard Form	Document Amendment Record	3.2.2 (SF/05)
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8.	Work instructions


Generation & introduction of new documents 





Once the need for a new document has been highlighted, a document writer shall be enlisted by the Environmental Management Representative to produce a draft of the necessary document in accordance with GREENCODE Document 3.2.1 ‘Format of Documents’. The document writer can be any appropriate member of staff. 


Once the initial draft of any document is complete, it shall be given a 'P' series revision by the Environmental Management Representative which shall be maintained throughout its preliminary process (i.e. Revision P 1, P 2, P 3 etc.). The current status of any document is indicated in the footer which shall be present on every page.


The Environmental Management Representative shall circulate the draft document, under cover of GREENCODE document 3.2.2 (SF/01) ‘Introduction of New Document’, to a review team consisting of appropriate personnel.


On receipt of the draft document, each member of the review team is required to review the document and return the completed GREENCODE document 3.2.2 (SF/01) to the Environmental Management Representative.


The Environmental Management Representative shall compile an analysis of the returned documents. Any general comments that are conflicting shall form the agenda of a meeting of the review team that the Environmental Management Representative shall call.


Where agreement is reached, either at the written comment stage or at the meeting, the document shall be approved by the Environmental Management Representative and authorised for use.


Once the document has completed its preliminary process and is ready for formal issue, the document will be raised to ‘Version 1.0’ by the Environmental Management Representative.


The document shall then be entered into GREENCODE Document 3.2.2 (SF/02) ‘Document Distribution Matrix’ and issued in accordance with section 8.2 of this work instruction ‘Issuing of documents’.


If no agreement is reached at the meeting, the documents inclusion within the management manual shall be declined.





Issuing of documents





All documents to be controlled, issued and reissued, shall form part of GREENCODE Document 3.2.2 (SF/02) ‘Document Distribution Matrix’ which shall be maintained and kept up-to-date by the Environmental Management Representative and stored in section 8.10 of the GREENCODE manual. The document distribution matrix shall contain such information as document type, document address, version number, the document copy number (which is located at the top right hand corner of the front page on each document) and the personnel to whom the document is distributed.


Each document shall be issued with GREENCODE Document 3.2.2 (SF/03) ‘Document Transmittal Note’ to the appropriate personnel as indicated on the Document Distribution Matrix. 


The document transmittal note received by the appropriate personnel shall be signed and returned, along with the old document, to the Environmental Management Representative who shall use this to indicate that the distribution is complete. 


The Environmental Management Representative shall retain a copy of all obsolete documents, which shall be marked CANCELLED and dated. These shall be retained for a minimum of 3 years.


Uncontrolled copies of the documents contained within the GREENCODE environmental management manual may be issued to clients or other interested parties. However, this is at the discretion of the Environmental Management Representative, who will maintain a list of such recipients.


Any new employees to be included in the document distribution matrix shall be indicated to the Environmental Management Representative who shall issue the appropriate controlled documents.





Request for change  





Once a document is operational within the GREENCODE environmental management manual, it can only be considered for revision if accompanied by GREENCODE Document 3.2.2 (SF/04) ‘Request For Change’ form. A request for change must be sent to the Environmental Management Representative and can be initiated by any member of staff. 


The Environmental Management Representative shall be responsible for collating the requests and circulating the necessary paperwork to an appropriate review team.


The ‘Request for change number’, which is added at this time, is taken in sequence by the Environmental Management Representative.


On receipt of the paperwork, each member of the review team is required to review the proposed changes and submit written agreement or reasons for rejection to the Environmental Management Representative.


The Environmental Management Representative shall compile an analysis of those changes which have not been agreed at the written comments stage. This analysis shall from the agenda of a meeting, which the Environmental Management Representative shall call.


Where agreement is reached, either at the written comment stage or at the meeting, the document shall be approved by the Environmental Management Representative and authorised for use.


Once the document has completed its review process and is ready for re-issue, the document version will be raised to the next sequential number by the Environmental Management Representative and issued in accordance with section 8.2 of this work instruction ‘Issuing of documents’.


If no agreement is reached, the request for change is declined and the initiator informed.


The Environmental Management Representative shall retain a copy of all completed request for change forms in section 8.13 of the GREENCODE manual.





General





Periodic review of all environmental management system documentation is carried out as per GREENCODE document 3.1.3 ‘Auditing & Audit Programme’. The environmental management review and/or any non-conformance reports may also initiate a review of any documents within the system where necessary.


The Environmental Management Representative shall maintain records of all documentation development and shall maintain a record of changes to this procedure and related documentation in section 8.11 of the GREENCODE manual using GREENCODE document 3.2.2 (SF/05).


End of Procedure
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