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1. 	Scope 

This procedure provides the method to how the UWTSD Group issues and controls all its Environmental Management System documents listed in the UWTSDG EMS Document Index. This procedure ensures that all controlled documents which are in circulation include current information and that a log (UWTSD Group EMS ESP Document Control Tracker) is kept of all changes/amendments/ and approvals are kept to create a history for reference. 

2. 	Responsibility  

The Groups appointed EMRs are responsible for updating the UWTSD Group EMS documents. Systems Procedures are jointly updated, and approved by all EMRs, whilst Operational Procedures are updated by each of the Groups organisations appointed EMRs. Each of the Group organisations has its own operations procedures while the Group has joint system procedures. All Group policy documents will be approved by the Vice Chancellor of UWTSD and Principal of CSG and CC. 

UWTSD Group EMS Documents are reviewed under the following circumstances:

· On an annual basis as part of the Management Review process;
· In order to help achieve an Environmental Objective or Environmental Target;
· In response to changed circumstances such as new or amended Legal and Other Requirements;
· As and when changes are requested by relevant personnel;
· In response to audit; and
· As a consequence of documented and reported stakeholder concerns.

3. 	Procedure   

Documents that describe and/or record any matter related to the organisation’s Environmental Management System must be identified as such and granted ‘Controlled’ or ‘Uncontrolled’ status. Each document is given an updated version number when changed, updates and amendments are recorded in UWTSDG EMS ESP Document Control Tracker. 

All EMS System Procedures are ‘controlled’ and therefore are subject to approval by ALL EMRs for identification, issue, availability, revision and disposal and publication. 

· Each of the of the Group organisations has a ‘tab’ on the tracker for its specific Operations Procedures where changes/amendments/ and approvals are recorded by the organisations appointed EMR
· A Systems Procedure ‘tab’ on the tracker records changes/amendments/ and approvals which must be jointly approved by ALL of the Groups EMRs
· Obsolete documents will be archived for 2 years
· All UWTSD Group EMS documents are stored electronically on a central SharePoint accessible by all appointed EMRs – UWTSD Group Environmental Management System Documents 

As documents are updated throughout the year, an incremental version can be recorded. Incremental versions do not require approval from an EMR as only EMRs and specific delegates has authority to update documents. Specific changes are tracked through either SharePoint version control and/ or ‘tracked changes’. All Systems Procedures and Operational Procedures are reviewed and approved prior to the annual certification audit. At this point, tracked changes are accepted and all documents receive a full version update, for instance from ‘V1’ to ‘V2’.
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