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Appendix B. WHSMS Document Actions – New Documents, Change or Review Existing Documents 
All WHSMS Documents must follow the actions below to develop, consult, seek approval, publish, store and dispose. This appendix is for Safety and Wellbeing (S&W) use only.

New WHSMS Documents
	New Document Type
	Development
	Consultation
	Publication
	Notification to Workers
	Storage and Disposal

	Policies and Procedures
	Discuss with DCPO S &W to seek approval for development.

Develop the document.
	After review by DCPO S &W, distribute to all levels of managers and workers for consultation via Local WHS Committee Chairs, WHS Officers Network and HSRs with the document (or a link) and the Document Consultation Log. The consultation is 3 weeks.

Incorporate the feedback as required and as appropriate.
	Complete the Policy Document Approval Form and submit clean and track changes version to Chief People Officer (CPO) People and Culture (P&C)for approval.


Submit to Policy Manager for document management processing.

Policy Manager will obtain final authorisation once approved by Approval Authority as outlined in Policy Governance Framework
	Notification to all levels of managers and workers sent via Local WHS Committee Chairs, WHS Officers Network and HSRs
	Storage: ERMS and HR Internal Drive

Disposal: Retain do not dispose

	WHSMS Handbook Chapters
	
	
	Seek final approval from DCPO S&W and change the document control version and dates.

Upload onto image depot and link to WHSMS Handbook website
	
	

	Information Sheets or other supporting documents associated with the WHSMS Handbook
	Discuss with Manager WHS S &W Manager Injury and Claims or Senior WHS Consultant Systems and Audit to seek approval for development.

Develop the document.
	Submit to Manager, WHS S&W; Manager Injury and Claims; or Senior WHS Consultant Systems and Audit for review.

Once approved, request ITS to upload the document and link to the Safety and Wellbeing website (or sub-sites). If the information sheet is associated with a Chapter, request ITS to link to the Chapter page.
	Communicated with WHS Officers Network for distribution in their areas
	Storage: ERMS and HR Internal Drive

Disposal: Retain do not dispose



Change or Review Existing Documents
	
	Development
	Consultation
	Publication
	Notification to Workers
	Storage and Disposal

	Major Review
	Discuss with DCPO S &W to seek approval for changes.

Save a new copy and make changes in track changes.
	Follow the process for new documents in the above table.
	Notification to all levels of managers and workers sent via Local WHS Committee Chairs, WHS Officers Network and HSRs
	

	Minor Amendment
	
	Policies and Procedures: Complete the Minor Amendment Form and submit clean and track changes version to Director HR for approval. Submit to Policy Manager to process.

WHSMS Handbook Chapter and Information Sheets: Make the minor changes, update document control version, release and review date Update WHS Legal and Other Requirements Matrix. Upload to image depot and link on website.
	NA
	Storage: ERMS and HR Internal Drive

Disposal: Retain do not dispose

	No changes required
	Policies and Procedures: Discuss with DCPO, S &W S &W and once agreed, seek approval from CPO P&C . Email the list and CPO P&C Approval to Policy Manager to process. The review date will be extended for another 5 years.

WHSMS Handbook Chapter and Information Sheets: Discuss with DCPO, S&W and obtain approval. Once approved, mark the document as the next decimal point version and request ITS to upload in the webpage.

	No longer required documents
	Policies and Procedures: Discuss with DCPO, S&W and once agreed, seek approval from CPO P&C approval. Email the list and CPO P&C to Policy Manager to process. These documents shall be marked as obsolete and on the WHS Legal and Other Requirements Matrix. Move to the archive folder on the HR Internal Drive and uploaded into ERMS. Retain, do not dispose. 

WHSMS Handbook Chapter and Information Sheets: Discuss with DCPO, S&W and obtain approval. Once approved to be removed, mark the document as obsolete and on the WHS Legal and Other Requirements Matrix. Move to the archive folder on the HR Internal Drive and uploaded into ERMS. Remove the web-link and notify to all levels of managers and workers sent via Local WHS Committee Chairs, WHS Officers Network and HSRs (Handbook Chapters only). Retain, do not dispose. 
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