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Record Keeping
1.
Purpose

To ensure records are kept to comply with legislation as well as company procedures.

2.
Scope

This procedure should be followed by all employees responsible for documentation at the operation.

3.
Reference Documents

Document control register

4.
Definitions

None 

5.
Procedure

·        All documentation must adhere to the following requirements;
· All documentation must be issued with reference numbers

· All documents that has been changed must display revision number and date revision is implemented on bottom of each page

· All revised documents must be removed from the system and placed in Archive Store for safekeeping.

Documentation retaining period after not in use:

· Medical Documentation

40 Years

· Registers and Checklists

3 Year

· Policies & Procedures


3 Years

· Code of Practices


4 Year

· SHE Meetings



5 Year

· Appointments



5 Year

· Occupational Hygiene Surveys
5 Years

· SHE Audits



5 Year

· DME Correspondence


L.O.M.
· Head Office Communication

L.O.M.
· All store documentation must be properly marked according to 
· Department

· Year & Month

· Type of document
· All documentation must be listed on the document control sheet.

·       The document control sheet must display the following information:

· Date to be reviewed

· Revision number

· Type of document

·        All revised documents must be distributed to all Supervisors or applicable personnel for implementation.

·       The document control officer must ensure that the documents that are revised are removed from the system and the new revision is implemented.

6.
Responsibility

· Manager, SHE Co-ordinator and document control officer will ensure compliance to this element.

· Deviations must be reported to the Manager/control officer who must rectify non-compliance as soon as possible.

7.
Records

·  Records will be kept in the safe for safe-keeping.

__________________________________


________________________

Site Manager
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