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Control of Documents – Task List
Plan- Evidence 
· Copy of Policy/Procedure – Control of Documents

Do- Evidence
· Attach a copy of meeting minutes from JHSC /HSR meeting including Senior Management introducing the control of documents procedure.
· Attach a copy of a completed safety talk, training all employees (office, field, and production) on the control of documents procedure.
· Ensure training has been completed to meet legislated requirements. 
· Create a list of the policies, procedures to be updated. Provide in evidence 
· Update all policies and procedures to include a policy/procedure approval by senior management. Provide in evidence 
· Review document updates with JHSC, HS Rep, Policy Committee, HSC, include documents reviewed in health and safety meeting minutes. Provide in evidence 
· Update Health and Safety policies and procedures to include a “Scope”. Provide Examples of this (Before and After) policy/procedure updates. Provide in evidence 
· Update health and safety policies to include Objectives, leading and lagging performance measures.  Provide examples of this (before and after) policy/procedure. Provide in evidence 
· Update health and safety policies to include main elements, any other policy/procedure/form interactions, legal references, training, and related documents. Provide examples of this (before and after) policy/procedure. Provide in evidence 
· Create a method for tracking changes to documents. Provide evidence of this. 
· Provide evidence to show that documents (policies and procedure) are readily available to all staff.
· Provide evidence that documents from outside sources such as subtrades are identified.
· Provide evidence how out-of-date documents and Identification of such documents are retained and are prevented from unintended use.

Check- Evaluate
· Complete the Check portion. Consultant is available to support completion if required. Contact your consultant if you need assistance. 
· Provide proof of how you did your check


Act- Make Improvements
· Complete the Act portion. Consultant is available to support completion if required. Contact your consultant if you need assistance.  
· Plan and timeline for addressing gaps. Provide proof of how you address this.

Story 
· Complete story using template suggestions for Plan, Do, Check, Act portions
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