
DOCUMENTED INFORMATION

Knowledge/Information

Record

Timeline 24 hours

Supervision,

Compliance

Security Operative

Document Register

Create inventory of documents, 

forms and records required and 

the media in which they wil be 

processed and stored. Ensure 

retention times are established 

and due regard given to DPA 

2018.

Identify documents with a unique 

reference, description version 

number and date, Policies, 

processes, forms and others shall 

be referenced on the document 

library with the latest version.

Document Library
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Leadership Team

Establish documented 

information and data 

requirements for the 

business.

Make necessary changes 

to the documented 

information and review with 

interested parties. 

Documented 

Information
Change Tracker

Change Register

Change to 

Document

No Approved?

Yes

Update document 

library withnew 

document and archive 

old documents.

Circulate and notify all relevant staff of 

the change to the document and 

replace any displayed documents. 

Remove old version from circulation.
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