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Appendix A. Document Control Format for WHSMS Handbook and Local WHS Documentation 
All WHSMS Handbook and its associated documents (e.g. information sheet and templates) as well as any local WHS Documentation must contain the document control format as described below in line with the requirement of this Chapter.

Document Control Format
The document control format must be inserted to the footer of the document and contains the filename of the document; approved by authority; release date; review date; version number; page number and a statement ‘This process is uncontrolled after printing.’
File name of the document
Approved by:		Version: 0.1
Release Date: 	Review Date:         	Page 8
This process is uncontrolled after printing.






Local areas are not required to change the document control of a locally created document if using templates prescribed in the WHSMS Handbook with no modification, except Local WHS Plan, Local Training Plan, Static Risk Assessment Register and Key Emergency Personnel Register. However, if modification is made to University WHSMS Handbook template, where permitted, or in case of a locally created guidance material, this document control format must be affixed to the document as prescribed above.

Version and Page number
The WHSMS Handbook and associated documents follow the below for version number and page number:

· For new documents, the initial working draft version of the document is 0.1; the draft version ready for the authority to review is 0.2; the draft version for consultation is 0.9; the approved formal document is version 1.0. At this point, the document is duly authorised by the authority; 

· For changes to authorised documents, minor amendments will generate a decimal point version (e.g. v1.1) while major reviewed documents will generate a full version number (e.g. v 2.0). Any draft version in between will generate an additional decimal point version. For example, version 1.3 of a document is undergoing major review. The draft before the major review approval should show version 1.4; and

· The page number for the main body of the document starts from number 1 while the appendix of the document start from roman number i.

For local WHS documents, the assignment of version and page number should be in line with local practices. However, it is recommended that similar approach is applied as described above in this section.
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