SWINBURNE UNIVERSITY EMS

- DOCUMENT CONTROL PROCEDURE-

Responsible Manager: Associate Director, Operations and Services
Subject: EMS: Procedure

Reference: February 2009
Purpose
This procedure provides the detail for document control for documents that make up Swinburne’s Environmental Management System. 
Background
Having a central storage point for all of the policies, management plans, registers and procedures will be an important factor in managing the EMS. 
Implementation

Identification of all documents
All documents that make up the Environmental Management System will fall under one of the following four headings:
· Environmental Policy; a Swinburne wide policy outlining environmental commitments.
· Environmental Management Plans; a series of plans that provide the detail for a significant environmental aspect and will include objectives, targets and actions to achieve these.
· Registers; a store-house and tracking tool for information relating to specific aspects of the EMS.
· Procedures; provide the step by step guidance for developing and maintaining each of the EMS documents and associated management of the EMS.
Recording Documents
All documents should be recorded in the Document Control Register under the appropriate heading (document type). The title, reference, location, revision history and personnel responsible should be recorded as per Attachment 1.
Storing Documents
All documents should be stored in a central location within a filing system or on an Inter/Intranet site. This will be recorded in the Document Control Register.
Referencing Documents

A reference code will be allocated based on the document type, revision history and item number. This will be recorded in the Document Control Register.
Review of the Environment Policy

The Document Control Register will be updated and reviewed annually in line with this procedure.

Responsibilities
	Position
	Responsibility 

	Executive Group 
	Approve the Document Control Register

	EMS Coordinator
	Coordinate the development and review of the Document Control Register 

Distribute to the Executive Group for approval and signing.


Review of procedure

This procedure will be reviewed annually by the EMS Coordinator. 
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Appendix 1 – Example Data Control Register
	Environmental KPI
	Data Source
	Personnel Responsible
	Measurement Unit
	Calculations/ Assumptions
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