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New Documents – Policies, Procedures, Forms etc

ANC-004
PROCEDURE

Rev: 16/07/2017

Document Control

START

CEO

Oversee 
development of 

policies, 
procedures, forms, 

templates, etc

WHST

Ensure documents 
are uniquely 

identified & have 
revision status

CEO, GM, CM

Review 
documents

OK?

WHST

Place documents 
on network/Rapid 

Induct

WHST

Have documents 
modified as 

required

Yes

No

End

All company 
documents to include:

Procedure or form 
number
Revision Date
Unique Title

Procedures to be 
numbered:
ANC-seq no.

Forms to be numbered:
F-seq no.

The act of placing the 
documents on the network 

indicates approval

The directory in which the 
documents are published 

shall be saved as read only 
for modification, addition or 

deletion

CEO = Chief Executive Office

CM = Compliance Manager
GM = General Manager

WHST = WHS Team
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Changes to Documents – Policies, Procedures, Forms etc

ANC-004
PROCEDURE

Rev: 16/07/2017

Document Control

Start

All staff

Identify need for 
amendments to a 

controlled 
document

CM

Review proposed 
amendments

Approve?

WHST

Make changes to 
document, update 

revision status

WHST

Publish document 
on network/Rapid 

Induct

WHST

Advise staff, 
including proposer 

of change by 
email

End

WHST

Advise proposer

Yes

No End

All staff

Mark up a copy of 
the document with 

the changes & 
submit to

Compliance 
Manager

This may be the 
result of an audit

Controlled documents 
include:

Manuals
Procedures
Forms
Templates

CEO = Chief Executive Office

CM = Compliance Manager
GM = General Manager

WHST = WHS Team
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External Documents

ANC-004
PROCEDURE

Rev: 16/07/2017

Document Control

Start

All staff

Standard, 
legislation etc 

required

All staff

Check for copies 
of standards on 

source website for 
legislation, codes 

of practice etc

Available?

All staff

Verify that it is 
latest version 

OK?

All staff

Use standard, 
legislation etc

End

WHST

Organise to get a 
current version

Yes

Yes

No

No

For WHS & Environmental Legislation 
and other requirements that applies 

refer the Legal & Other Requirements 
Register (F001)

Update the Legal & 
Other Requirements 
Register (F001) as 

required 

CEO = Chief Executive Office

CM = Compliance Manager
GM = General Manager

WHST = WHS Team
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Obsolete Documents

ANC-004
PROCEDURE

Rev: 16/07/2017

Document Control

Start

All staff

Identify obsolete 
documents

CM, CEO, GM

Review 
documents

Are these documents 
required for legal or

knowledge preservation 
purposes?

WHST

Save documents 
to a directory of 

server 
“Superseded 

Documents” or 
similar

End

WHST

Remove 
documents from 
location -soft or 

hard copy

End

Yes

No

WHST

Inform staff that 
these documents 
will no longer be 
used and of any 

replacement 
documents

CEO = Chief Executive Office

CM = Compliance Manager
GM = General Manager

WHST = WHS Team
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