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ASC Corporate Document 

Guidelines 
Purpose and Scope

The purpose of this guideline is to apply a best practice system for the management of certain corporate documents.  This approach enables full auditing of those documents from creation to withdrawal.  In addition, it provides quality control over the currency and adequacy of published documents.   This guideline should be read in conjunction with the ASC Corporate Documents Policy.
Definitions

Corporate Document

ASC corporate documents are documents which apply to all staff and management.  These documents will be titled ASC <document name>.  For example, ASC Credit Card Policy.
Division/Section/Program documents are applicable only to staff within that Division/ Section/Program.  
Policy

A Policy is a formal statement which provides all managers and employees of the ASC with the approved way of operating and MUST be followed.  Policy is approved by the ASC Executive/CEO.  Policy principles are derived from and shaped by: 
· legislation and regulations that govern the ASC; 
· national standards and community expectations; and

· the values and mission in the ASC strategic plan.
Divisional Instruction

Divisional Instructions provide all managers and employees of the Division with the approved way of operating and MUST be followed by those working within the Division/Section/Program.  Divisional Instructions must be approved by the Director.
Procedures 

Procedures or processes are specific directions or steps about how to perform a certain task.  They outline who carries out which part of the procedure, and when they should do it.  
Guidelines 

A detailed plan or explanation to guide in setting standards or determining a course of action.

Manual

A manual is a reference book (i.e. handbook) that contains practical instructions, or steps for performing a task or operation.
Template
A template is a file that serves as a starting point for a new document that contains a standard layout. When you open a template, it is pre-formatted in some way. 

Form

A printed document with spaces in which to fill details or answers. 

Guidelines
Templates

ASC templates must be used for the appropriate corporate document (as defined above).
Corporate Document Contact

The role of the corporate document contact is to collate their section/division’s documents and ensure that they adhere to the ASC Corporate Document Policy and Guidelines.  The corporate document contact will also act as the primary point of contact on ASC corporate document matters for their section/division and will be responsible for publishing these documents on the intranet.
Document Control

Document controls must be in place to ensure compliance with this policy.  
Document Information

In order to have a best practice system for the management of certain corporate documents all documents must:

· be named;

· be denoted by a version number;

· document the author;
· originating program;

· provide a brief description of contents or the purpose of the document;

· provide the date of approval to use the document;

· have a revision date; 

· TRIM reference; and 
· Be approved prior to publication

Version Control 
Policies, procedures, guidelines and manuals go through various iterations before being approved.  Version control is used to track the changes that occur using a simple but effective numbering system.

Version numbering for authorised and published documents will always start with 1.0, and the number will only be modified after the first minor amendment to become 1.1.  The 15th minor amendment without any major revision would appear as 1.15; though this many amendments without a full revision is unlikely.  Each major revision would result in the number to the left of the point incrementing by 1 and the number to the right of the dot point returning to zero i.e. 2.0.

Approval and Publication
Once the corporate document is created it must be entered into TRIM prior to being approved, where it will be catalogued and given a numbering convention.  Email your document to the Records Manager records@ausport.gov.au who will enter it into TRIM for you.
Divisional Instruction must be approved by the Director.  Other Division/Section /Program corporate documents (relevant to only the Division) must be approved by the Assistant Director/General Manager.

ASC Policy, including any major revisions must be approved by the ASC Executive prior to being published.  All other ASC corporate documents, including any major revisions must be approved by the relevant Assistant Director/General Manager prior to being published.   If necessary these will then be circulated to the Director/Executive for information.

Note that all ASC corporate policy must be submitted to Corporate Planning prior to being approved to ensure that they comply with this policy.

Document


Approval Required
ASC Policy


ASC Executive

Divisional Instruction

Director

ASC Guidelines

Assistant Director/General Manager 
ASC Procedures

Assistant Director/General Manager
ASC Manuals


Assistant Director/General Manager
Once approved, the document will be made ‘final’ in TRIM and can be published on the intranet by the corporate document contact person.  Contact Web Services if you require assistance with publishing.
Document Revision

For documents to remain effective they need to be regularly revised for accuracy and validity.  Whilst it may require an individual review period for particular documents, generally revisions can be classified as:


Document


Revision Period


Policy



2 Yearly


Divisional Instruction

2 Yearly


Guidelines


2 Yearly


Procedures


Yearly


Manuals


Yearly


- END -
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	Created By
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	Approved by
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	Revision Date
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	Version 1.0
	Natalie Ryall
	Corporate Planning
	ASC Executive
	28 April 2009
	9 April 2011
	2009/035183/D

	Version 1.1
	Natalie Ryall
	Corporate Planning
	
	28 June 2009
	28 June 2011
	2009/035183/D

	Version 2.0
	Natalie Ryall
	Corporate Planning
	A/Director, Corporate Services
	24 August 2009
	24 August 2011
	2009/035183/D


Corporate Document Creation Flowchart





Publish the document on the intranet and communicate to appropriate staff





Seek the appropriate approval for the document 


(ASC Policy documents must be sent to corporate planning first)





Store the document in TRIM





Determine what type of corporate document you are creating (see definitions)





Use the appropriate template to create the document
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