Version Control





Maintain version control for all internally developed documents.





Documents subject to version control include but are not limited to:


Course/Qualification information brochures/sheets


Course/Qualification Handbooks


Pre-requisite information


Assessment tools


Assessment Checklists


Student Handbook and any other educational information supplied to clients.


Learning Resources


Procedures/Policies


Performance Reports


Reports and any other information presented at meetings





Process for managing documents:


keep hard copy of internally developed documents in an “original folder”.  


date of last update/modification


distribution details. 


date for document review


documents and registers are to be audited annually to verify compliance with this procedure.





Every document must be set up with a footer which includes: 


file name


unique version code (current year and alphabetical code can be used, may be included in file name)


date last updated or modified (not to be automatically generated date)


author or person updating document (optional)


page numbers and number of pages





See footer on this document for an example of information required.  Footer may also include other optional information such as: date the document was created or date document was last printed.








Note: documents used for the delivery, assessment and validation of nationally accredited training must show the official unit of competency code, to which the document relates.
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