
Document control
An overview of the document control process under the 
OneRMS safety management system (OneRMS SMS).

RMS 17.082 Version 1 22 March 2017 Objective reference: A11027438



Document control | 2

Contents
Introduction 3

Purpose 3

Scope and context 3

System requirements 3

Document control 4

1. Document control principles 4

2. Document control processes 6

Roles and responsibilities 8

Definitions 9

Appendices 11

A. OneRMS SMS requirements 11

Document control 12

Change history 12

Feedback 12

While the information provided by Roads and Maritime Services (Roads and Maritime) has been compiled 
with all due care, Roads and Maritime does not warrant or represent that the information is free from errors or 
omissions, is up to date or that it is exhaustive. Roads and Maritime does not warrant or accept any liability in 
relation to the quality, operability or accuracy of the information. Roads and Maritime disclaims, to the extent 
permitted by law, all warranties, representations or endorsements, express or implied, with regard to the 
information. Users of the information will be responsible for making their own assessment of the information, 
and Roads and Maritime accepts no liability for any decisions made or actions taken in reliance upon any of 
the information. Any such decision or action is made or undertaken at the risk of the user of the information. 
Users wishing to rely on the information should seek their own expert advice.



Introduction

Purpose

Scope and context
This framework applies to the OneRMS SMS and concerns the documents that constitute that 
system. Document control arrangements in the safety management systems of Roads and 
Maritime Services (Roads and Maritime) divisions must meet the same standards.

System requirements
Requirements under this framework can be found in Appendix A. For all system requirements 
see the OneRMS SMS manual.

Control of documents is essential to any management system. In WHS management, 
documents are controlled to ensure:

• The information workers rely on to do their work safely is reliable and fit for purpose

• We manage the risk of workers using inaccurate or out-of-date information.

This framework provides an overview of the document control process under the 
OneRMS SMS. This framework:

• Establishes the principles of document control

• Identifies document control processes and the standards they must meet to be effective

• Sets out key roles and responsibilities.
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http://www.rms.nsw.gov.au/safety/work-health-safety/documents/onerms-sms-manual.pdf


Document control

1. Document control principles

Documents must be fit for purpose. A document may be considered fit for purpose when 
it suits its audiences’ needs for clarity and ease of use, and provides sufficient, accurate 
information to meet the requirements of a process or task. Moreover, a document must 
be considered highly likely to achieve its stated or implied intent.

In the context of the SMS, a document is considered fit for purpose when, as much as 
possible, it will make an effective contribution to safety improvement; it will help to control 
risk (if that is its intent) when the user follows the documented instructions; it will promote 
desired behaviour and culture change; it will enable processes that improve WHS.

In approving a document for release, the release authority is certifying that the document 
is fit for purpose.

Documents, when released, whether as new documents or revised documents, must be 
approved for release by a role or function with the authority to do so. This means the 
release authority has the knowledge, directly or indirectly, to assure the user population 
of the accuracy, completeness and fitness for purpose of the document. 

When documents change, the revised version may only be approved for release by the 
same authority that released the original version. Arrangements may be made to transfer 
authority when it is not practicable for the original authority to approve a subsequent 
release (for example, following an organisation restructure). Such arrangements must be 
transparent and preserve the chain of authorisation.

Processes must be in place to prevent out-of-date information circulating as current 
information. When superseded documents are retained it should be clear that they are 
no longer current and the purpose for keeping them should also be clear.

The issue status (or version) of documents must be clear to the user group. Documents 
should display their issue status in a way that resists tampering and avoids ambiguity. 
Similarly, the identity of documents should be clear to the user group – including their 
title, purpose, scope and target audience.

When documents change, the nature and scope of the changes must be made clear 
to users. A document register or similar must be in place and accessible to provide an 
ongoing and permanent record of document changes and current revision status.
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Documents needed for the performance of work must be available at their point of use.

Documents must be reviewed periodically or on a risk basis as a way of assuring their 
continuing fitness for purpose. A document register or similar should be used to plan the 
review of each document.

External documents with relevance to the OneRMS SMS must be controlled to the 
extent they are monitored for ongoing change and confirmed as current and relevant 
before being redistributed. Examples include legislation, codes of practice and 
standards (normative references). This principle also applies to information from other 
organisations, such as safety alerts, safety bulletins or safety newsletters (informative 
references).

If documents are intended to be translated into languages other than English they must 
be written using ‘writing for translation’ principles and be translated by a professional 
translation service.
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2. Document control processes
Table 1 shows document control processes based on the principles set out in section 1 
Document control principles. The processes establish the requirements (for example, of a 
document control procedure) to effectively control documents.

Table 1: Document control processes

Process Purpose Requirements

Document 
control 
procedure

Ensures document 
control is 
implemented  
in the agency

The agency has one or more procedures 
specifying how it controls documents relevant to 
WHS management. These must cover document 
production and review.

Document 
controller

Ensures document 
control is 
implemented  
in the agency

One or more staff members are appointed to 
take responsibility for controlling the documents 
in the SMS and ensuring that document control 
processes are implemented. There may be 
more than one document controller in a given 
business unit – the document controller controls 
a particular collection of documents.

Fitness for 
purpose

Ensures safety-
related documents 
make an effective 
contribution to  
WHS management

Document production and review procedures 
are in place that specify fitness-for-purpose 
standards and identify the process and authority 
for releasing documents. Fitness-for-purpose 
standards may include:

• Document usability guidelines and checklists

• Document production checklists

• Writing for translation guidelines and 
checklists.

Document 
identification

Ensures the identity, 
purpose, audience 
and issue status of 
documents is clear  
to users

Document formatting standards are in place and 
provide tools (such as templates) for ensuring 
that relevant document data is provided.

Release 
authority

Ensures documents 
are only released 
when a suitable 
authority (role  
or person) has 
verified they are  
fit for purpose

Document production and review procedures 
make clear the process for releasing documents 
for use. For each document in the system, the 
release authority and document owner are 
known. This may be identified on individual 
documents or through a document register.
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Process Purpose Requirements

Change 
control

Ensures users know 
when documents 
have changed and 
understand the 
implications of 
change – what has 
changed and why

Document production and review procedures 
make clear the process for preparing documents 
for release. This should include arrangements 
for consultation with the intended users during 
the drafting process and arrangements for 
publicising change (when practical and useful). 

When practicable and relevant, individual 
documents contain a change register (a change 
history table or similar). 

The SMS includes a document register that is 
accessible to interested parties and identifies 
the version and revision history of relevant 
documents in the system.

Distribution Ensures up-to-date 
documents are 
available at points  
of use

Documents are accessible. The SMS advises 
users how to find documents. Printed copies of 
relevant documents are made available when 
required. Information is available within the 
SMS to accurately associate documents with 
processes.

Document 
review

Ensures documents 
continue to be fit for 
purpose

Document control procedures set out 
arrangements for the periodic review of 
documents – at periods appropriate to the 
subject matter. The SMS includes a document 
register that identifies the version, review status 
and revision history of relevant documents in  
the system. 

Control  
of external 
documents

Ensures documents 
originating from 
sources external to 
the agency that are 
relevant to the SMS are 
controlled. Normative 
references are 
monitored for change 
and informative 
references are 
assessed for fitness  
for purpose

A procedure is in place for monitoring normative 
references – such as legislation, codes of practice 
and standards – for changes that may affect 
the SMS, and ensuring that those changes are 
incorporated into the SMS.

A procedure is in place for assessing informative 
references – such as safety alerts, safety 
bulletins, lessons-learned style documents – as to 
their effect on the SMS, and ensuring that such 
information is incorporated into the SMS when 
relevant.

Disposal and 
archiving

Ensures out-of-
date documents 
are withdrawn from 
points of use and are 
precluded from use 
in place of up-to-date 
documents 

Document control procedures direct that out-
of-date documents be withdrawn from points 
of use and that obsolete documents kept for 
(for example) knowledge management reasons 
are suitably marked to identify their status 
(superseded, obsolete, withdrawn, archive, etc) 
and the purpose for which they have  
been retained.
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Roles and responsibilities

ROLE RESPONSIBILITIES

Business unit 
manager

If the business unit has a safety management system (SMS), the 
responsible manager:

• Ensures that documents comprising the SMS are controlled

• Appoints a document controller. 

General Manager, 
WHS

• Is the release authority for all documents comprising the 
OneRMS SMS

Note. The GM WHS is not the release authority for local or 
divisional WHS documents.

Project manager In a project that has WHS requirements, the project manager:

• Ensures that documents relevant to safety on the project  
are controlled

• Appoints a document controller.

Document  
controller

For documents the document controller has control over, the 
document controller ensures that:

• Current versions of relevant documents are available at points 
of use

• Out-of-date documents are withdrawn from points of use and 
suitably disposed of (archived or destroyed)

• Users are advised when documents are updated.

Document owner For a particular document:

• Ensures the content is accurate and sufficient for carrying out 
the process the document specifies

• Ensures, SFAIRP, that WHS-related content will produce the 
desired outcome of improving WHS if the user follows the 
documented instructions

• Advises the release authority whether the document is fit for 
purpose in those respects.

(See also Document owner in Definitions.) 

Business unit 
manager

• For particular documents, approves the release of documents 
for use, certifying that the documents are fit for purpose.

• (See also Release authority in Definitions.)
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Term Definition

Change 
register

A change register may be either of:

• A component within a document that provides a log of changes to 
the document

• A stand-alone spreadsheet or similar document that provides a log of 
changes to all the documents in a system or collection.

In either case, the change register logs changes made to the document 
against the relevant release date and version number.

Document 
controller

A member of staff appointed to ensure that document control processes 
are implemented over a collection of documents. The collection of 
documents may belong to a divisional SMS or a project or worksite.

Document data The data displayed on a document that indicates its identity and issue 
status – version and date of release. Identity includes information that 
indicates the purpose, scope and audience of the document, such as its 
title and other labelling and text included in the body of the document.

Document 
owner

The role or function with ownership of the content of the document. The 
document owner is usually a manager with accountability for the process 
the document covers or a subject matter expert with responsibility for 
the technical accuracy of the information presented in the document. 

The document owner must be consulted during the drafting of 
documents and whenever those documents are subsequently revised. 

Document 
register

A spreadsheet or similar style of document that catalogues the 
documents in the system and shows their issue status. The purpose of 
the document register can be extended to include a review schedule and 
document change register.

Fit for purpose A document may be considered fit for purpose when it: 

• Suits its audiences’ needs for clarity and ease of use

• Provides sufficient, accurate information to meet the requirements  
of a process or task

• Is considered highly likely to achieve its stated or implied intent.

In the context of the SMS, a document is considered fit for purpose when 
it is likely to make an effective contribution to safety improvement, will 
help to control risk, promote desired behaviours or culture changes, and 
enable processes that improve WHS.

Definitions
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Term Definition

Informative 
reference

A document or other source of information that provides new 
information on hazards, risk management practices or any other aspect 
of WHS. Typically these are safety alerts, safety bulletins, lessons-learned 
style documents and news feeds. See also Normative reference.

Normative 
reference

A document that sets a requirement with which the SMS must align 
or comply. These are typically legislation (acts and regulations); codes 
of practice issued by the regulator (SafeWork NSW); Australian and 
international standards; government-issued standards and guidelines.  
See also Informative reference. 

Release 
authority

The role or function with authority to release documents for use. The 
release authority may be a person, for example, the General Manager 
WHS or a committee or similar group. The release authority ensures that 
documents are fit for purpose before approving release.

Definitions
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Document control

DC1 Assign a 
document 
controller

Roads and Maritime management assigns sufficient resources  
to ensure document control processes are implemented.

DC2 Ensure 
documents 
can be readily 
located and 
are available at 
points of use

Roads and Maritime ensures current versions of relevant 
documents are available at points of use. The system assists 
users to find documents. Hard copies are available when 
necessary.

DC3 Review  
and revise 
documents

Roads and Maritime ensures that documents, when  
revised, may only be re-released by the same authority  
as the original approval.

There is a register of relevant WHS documents enabling periodic 
review to be scheduled.

DC4 Documents 
are readily 
identifiable

Roads and Maritime WHS documents provide suitable space  
for document metadata (title, version, date of issue, etc.).

DC5 Communicate 
document 
changes

Roads and Maritime ensures changes to documents are 
communicated to their intended users. 

See Safety promotion framework.

DC6 Monitor external 
documents that 
affect the safety 
management 
system

Roads and Maritime implements practical arrangements  
for monitoring changes to external documents relevant  
to the safety management system and adjusting the  
system accordingly.

DC7 Withdraw 
obsolete 
documents

Roads and Maritime ensures obsolete documents are withdrawn 
from points of use.

DC8 Manage 
document 
changes

Roads and Maritime ensures:

• Users are consulted appropriately during document 
development and change processes

• Changes to safety management system documents  
are publicised

• Changes are recorded and records are readily available.

Appendices

A. OneRMS SMS requirements

http://www.rms.nsw.gov.au/safety/work-health-safety/documents/safety-promotion-framework.pdf
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