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	BUSHFIRE SAFETY PROCEDURE

	

	The following procedure style is in accordance with AS ISO 10013 – 2003 Guidelines for quality management system documentation.
	

	1
	Purpose
	Define the purpose of the documented procedure here

	2
	Scope
	Describe the scope of the documented procedure, including the areas (e.g. workplace, travelling etc) to be covered and areas not covered

	3
	Definitions
	Any acronyms or key identifiers used in the policy should be listed. Definitions are generally placed in order of importance, starting with the most important, or most referenced, definition first. Use terminology suitable for the audience. 

	4
	Procedures
	The level of detail may vary depending in the complexity of activities, the methods used, and the levels of skills and training of people that is necessary in order for them to accomplish the activities.  Irrespective of the level of detail, the following aspects must be considered as applicable –
* defining the needs of the business or organisations, its customers and suppliers;
* describing the processes in terms of text and / or flowcharts related to the required activities;
* establishing what is to be done, by whom, why, when, where and how; 
* referencing work instructions as required;
* describing process controls and controls of the identified activities;
* defining the necessary resources for the accomplishment of the activities (in terms of staff, training, equipment and materials as applicable);
* defining the appropriate documentation related to the required activities;
* defining the input and output of the process;
defining the measurements to be taken.

	5
	Roles
	Identify who is responsible for what in this procedure.  

	6
	Monitoring
	
	
	

	
	DATE
	REVISION NUMBER
	CHANGE
	REF

	
	Insert date
	Insert revision number
	details
	Policy No & name

	7
	Related documents
	List all documents that are related to the procedure including legislation, Australian Standards, Performance Standards, policy, strategic and / or business plans etc (if relevant)

	8
	Implementation Schedule
	Describe how this Procedure will be communicated and implemented.

	9
	Approval
	
	
	

	
	Version number
	Insert version number 
	 
	

	
	Date of completion
	Insert completion date 
	 
	

	
	Completed by
	Insert role and name
	 
	

	
	Approved by
	Insert role and name
	 
	

	
	Date approved
	Insert date approved 
	 
	

	
	Implementation 
	Insert role and name 
	 
	

	
	Review 
	Insert role and name 
	 
	

	
	Next review date
	Insert next review date
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