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Title
Documentation & Record Control
1.0
Scope

The Research Office recognises the importance of management and control of documents which have the potential to impact on service delivery. This process covers all documents listed on the research office index of controlled documents.
2.0
Procedure
Overview of documentation and record control process:

A document is assigned a reviewer following an audit report or management/unit review. For unit documentation the reviewer is appointed by the unit manager and for quality documents the reviewer is appointed by the Quality Management Team (QMT). Research Office Management (ROM) appoint a reviewer for all other documents.

The Index of controlled documents lists document approvers and document controllers for all controlled documents. The approver is responsible for approving the final release of a controlled document. The controller is responsible for saving the document and relevant records, notifying stakeholders and updating the documents on the website. 

Document controllers must use the detailed instructions given in Appendix 1 or  2 for the release of revised or new controlled documents. Appendix 3 must be used for the removal of controlled documents.
The decision to remove a controlled document is taken at management level by the relevant approver who instructs the document controller to remove a document.

Document Reviewer

· Based on the audit report or process review, the reviewer determines changes to be undertaken and seeks input from relevant stakeholders.

· The reviewer circulates changes to stakeholders, QMS process documents stakeholders should include ROM and QMT members.
· When changes are finalised the reviewer requests approval to release the document from either the unit manager for unit processes or from ROM. 
· If a process requires executive approval this will be sought by VPR.

· The reviewer saves the approval email or meeting minutes in the notification of revised process folder. The reviewer then requests that the relevant document controller release the document. 

Document format
· All pages of controlled documents should be numbered (e.g. Page _of_) and clearly marked with ‘Research Office’ in the footer section. 

· All pages of controlled documents should have document name and revision number in the header section.

Process documents:
· Title (should be descriptive but brief)

· Introduction/Scope/Purpose (should describe what the document covers)

· Procedure (should contain the clear descriptive details)
· Records (should specify what records are created by the process and where they are retained)
· Review (should refer to the Self-Assessment process)
· Appendices/Attachments (where appropriate, e.g. process flow chart)

· Revision and Approval Log (last two revisions only)
· Subsections can be included as appropriate for the type of document.

Forms, policies and work instructions do not require revision logs, changes are to be recorded on revision form kept in records folder.
Document names and filenames

Documents filenames will include document title and revision number, e.g. Rev 3 Documentation and Record Control
Revision Control

Every new document will be assigned a Revision No. 0 and any subsequent revision numbers will be issued sequentially. Previous revisions are moved to an archive folder within ‘Records’ on the research office server.

3.0
Records

Records management is in accordance with UL Record Management and Retention Policy. The following records relevant to this process are maintained:
· Approval of document (email or meeting minutes)
· Archive document(s)

· The controlled document
· Index of controlled documents

4.0
Review

This process is reviewed in accordance with the Self-Assessment Process and any updates are included in the next revision.
Appendix 1: Checklist for the revision of controlled documents

	No.
	Steps
	Check

	1. 
	Ensure revision number in header has been updated.
	

	2. 
	Update ‘list of revisions’ and ‘approval’ on revision form or revision log (last two revisions only for process documents) 
	

	3. 
	Archive previous revision of document
	
	

	4. 
	· Place ‘archive’ watermark on previous revision of document
	
	

	5. 
	· Rename previous revision of document as ‘archived’
	
	

	6. 
	· Save archived document in the ‘Archived’ subfolder of the ‘Record Control’ folder on RO server
	
	

	7. 
	Save new revision of document to relevant ‘Controlled Documents’ folder
	

	8. 
	Save the approval email or meeting minutes in the notification of revised process folder
	

	9. 
	Update the Index of Controlled Documents 
	

	10. 
	Ensure the replacement of the previous version of the document from the website 
	

	11. 
	Ensure there is no conflict between released document and instructions given on website 
	

	12. 
	Send e-mail to relevant staff to notify them of the document revision
	


Appendix 2: Checklist for the release of new controlled documents
	No.
	Steps
	Check

	1. 
	Assign document revision number (0)
	

	2. 
	Input approval information data to revision form or revision log as appropriate (only last two revisions to appear on process document revision log).
	

	3. 
	Save new document to relevant ‘Controlled Documents’ folder
	

	4. 
	Save the approval email or meeting minutes in the notification of revised process folder
	

	5. 
	Update the Index of Controlled Documents
	

	6. 
	Ensure the document is uploaded to relevant section of the website 
	

	7. 
	Ensure there is no conflict between released document and instructions given on website 
	

	8. 
	Send e-mail to relevant staff to notify them of the release of new document
	


Appendix 3: Checklist for the removal of controlled documents

	No.
	Steps
	Check

	1. 
	Place ‘deleted’ watermark on document to be deleted
	

	2. 
	Rename previous revision of document as ‘deleted’ and save to ‘Archived’ subfolder of the ‘Record Control’ folder on RO server
	

	3. 
	Delete document from relevant controlled folder
	

	4. 
	List the removed document as a strikethrough on Index of Controlled Documents 
	

	5. 
	Ensure the removal of the previous version of the document from the website 
	

	6. 
	Ensure there is no conflict resulting from the removal of the document and instructions given on website 
	

	7. 
	Send e-mail to relevant staff to notify them of the document removal.
	


Revision & Approval Log

	Rev No.
	Date 
	Revised By:
	List of Revisions
	Approved

Sign & Date

	3
	19/12//2016
	JOS, MFr, YK, PD
	Updated following audit recommendations of Dec. 2015. 

· Addition of flowchart

· Process change in relation to include document controllers.

· QMT appointment of reviewer for quality documents
· No revision log required for forms – use of revision form instead
· Addition of appendices 1,2 &3

· Removal of QMT notification as a record.
· Removal of original numbering system
	ROM, 10/10/2017

	4
	11/09/19
	YK
	Updated the following missing from on reviewing version 3, items missing from the appendices 

· The reviewer saves the approval email or meeting minutes in the notification of revised process folder
· Clarify Quality documents to QMS processes and document
· Change number on appendix 1,2,3
	


Document Approver


Approve document for release








Document Controller


Release according to steps in appendix 1 or 2 of this document.











Document Reviewer


Draft, circulate and seek approval of amended document
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