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Learning Performance Link

Document control
	Introduction


	An ongoing process to control the design, production, approval and distribution of all relevant documents.

	Relevant to

	All staff


	Relevant forms

	QMS F03: Amendment record sheet
QMS F02: Distribution and control sheet

	Before you begin
	Ensure that you are working with the latest version of each document by checking with the Quality Assurance Manager before you consider any possible changes.

	Procedure

	

	Step
	Action

	1
	The QAM will keep a master copy of all policies, procedures and forms used within the QMS. Policies and procedures will be authorised by the CE by signing on the first page of each master policy or procedure. The relevant revision status (version ---) and the effective date will be reflected on each page. Forms will be authorised by the CE by signing on the master copy.

	2
	All staff members continually review all documents as they are used within the various processes of LPL. 

	3
	If a need is identified to amend documentation, a photocopy of the document can be made and the proposed amendment indicated on the document.

	4
	The QAM receives all documents with suggested amendments and meets with relevant staff members to decide about amendments. If the meeting cannot make a decision, the documents will be filed in the meeting file for discussion at the weekly management meeting.

	5
	The CE/QAM reviews all documents and approved changes if such changes are deemed to be improvements. Changes will be authorised by signing the Amendment record sheet. When forms are amended and there are no critical changes to the content the old forms may still be used until the existing stock is exhausted. Changes on documentation will be made according to approved suggestions on the Amendment record sheet.
Changes to any words/phrases/numbers within the QMS Policy and/or procedures will be clearly identified by expressing such changes in Bold, Underlined, and Italic font, or using the ‘track changes’ facility in the computer software when applicable.

	6
	The QAM will send all new and revised documentation to all staff members, who will acknowledge receipt by signing the Distribution and control sheet.

	7
	The QAM removes all obsolete documentation from the master file and makes sure they are retained in the QAM file.

	8
	Changes may be required as a result of information identified in external documents. Documents of external origin will include, but are not limited to, legislation for ETD, SAQA requirements and SETA requirements. The CE through interaction with relevant parties will identify them. Changes that impact upon the operation of Learning Performance Link will be communicated to all staff members. Where relevant the quality management system will be amended..


	Record
	Responsible person
	Where kept
	Retention period

	Amendment record sheet
Distribution and control sheet

Obsolete policies, procedures and forms
	QAM
	Document control file
	10 years
5 years
1 year
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