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1. Purpose B )
This procedure specifies the minimal requirements on the compilation, review, approval, release,
distribution, archiving / retention / filing and changing of relevant EHS documents within Guangdong
Technion Israel Institute of Technology. (abbreviation: GTIIT)
ARREFFRET R At 5 B T2 B Y ) SRR . FREE . 22 B BRAR RAH K IS Bl R gl . o
. e BAT . ORAF SR R AR E K

2. Scope YaF
All related documents and records about quality, health, environment and safety within GTIIT.
IR S T2 B Ja N A SR PREE . 2228 BRAR FAH Q1 S0 Al %

3. Reference %304
ISO 9001:2015, 4.2.3 (Control of documents)
ISO 9001:2015, 4.2.3 (L5 il)
ISO 9001:2015, 4.2.4 (Control of records)
ISO 9001:2015, 4.2.4 (ic 3% i)
Definition & X

4.1 Site Document controller SCF4% i 5
Responsible for the archiving and record of all controlled documents and the announcement of new
issued or updated document.
DTSRRIl AACSTH I R AT & S Hd A
EHS office is nominated as the EHS document control department in GTIIT and the corresponding
personnel that responsible for document management is document controller.
EHS(IR I %2 42 0 A %) ) AR DA B BE T 22 B (1) EHS ST S 33 801T, AR 6 53 SO BRI A
SO SCAFFE] BY

4.2 Distribution list 73 & 4 5.
Distribution list is defined as the member list that will receive the announcement of new issued and
updated document. In general, plant managers, department managers and other affected people will be on
the list.
I RAGGE SO R SR SO N A Rl R A A 44 5, — O AR 2R 5T
N IR K F At SZ 52mi AR 9% N B

4.3 Review and approval of documents {4 ) & it

It defines the process of document review and approval.
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5. Procedure 2%

5.1 Document Compilation Requirement 314 5 R

5.1.1 Document level 314434 -
Level 1: Manual-description of Policy, Management Responsibility and Directions.
— AT, WAL BEHS TAETTEE S A .
Level 2: System Procedures—description of processes, mechanism and interactions.

TR - RE R, AR USRI S A AR RS

Level 3: Work Instruction

=GO - ARERRER S

Level 4: Forms - which are the accepted format for recording data/information.
PRS- Bk 2, o B s 2 i 2K

Internal controlled documents are managed by EHS.

PS4 S A B EHS 61 S %

System | Controlled Scope | Document Level | Key Element | Running No.
X Y Z NN mmm

01 01
02 02
M(manual) 03
GTUT EHS P(procedure) 07 04
I(instruction) 05
06

The numbering of forms is adding 01(02, 03...) after the document serial number
() At 77 OV R SO 4fg J5 A 01 (02, 03......0)

Example %543 :

The serial number of EHS manual is as below:
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5.1.2

5.1.3

.14

5.15

EHS FHH SO A1 500 R
GTHT-EHS-M-01
GTHT-EHS-M-01-01

Document version SC A< 5
Initial number #1444 5 :00
Revision number 117 % 5:01-99

Document frame S/ HEZE
The frame of level 1and level 2document
TR IHESE Dy
1.Purpose H 1
2.Scope yi
3.Reference 2%
4. Definition & X
5.Procedure £/
6.Attachment {4
7.Flowchart (if suitable) 2Kl i A A

Letter format SC A% 5%
For English letter uses Arial 11 and Chinese letter uses SimSun 11, right and left justification and line
spacing is exactly 18 pt.
JECAY ] Times New Roman 11 55, W30 EHE R RIK 11 55, A5, 1780 18pt.
Page Margins: Top 0.19 inch, Bottom 0.63 inch, Left 0.75 inch, Right 0.75 inch
UUEEE: | 0.19 #E~F, R 0.63 %i~f, /£ 0.758EF, 45 0.75 Hesf
One blank space should be kept between two paragraphs.
REWAS KB 2 A B — AT B
And for level 2 documents should use English-left, Chinese-right layout. For the layout of level 3
documents will be decided by BUs according to actual situation, but the header and footer should be
same with level 2 documents.
For document template refers to “GTIIT-EHS-01-09 Document Control Procedure”
AR S B A SO B GUHERR

Format of form &A% =X,
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5.2

5.3

All the controlled forms should contain company name (both English and Chinese) serial number,
version and retention life and the format is as follows:

TR NG R FELAFR Kb T AT ORI, #&AanF.

Campus name (both English and Chinese): top right corner

PRI A LA

Serial number: bottom left corner

Ttk T

Version: center of bottom

WA TUR &

Retention life: bottom right corner

R T A

For form template refers to “GTT-EHS-01-09 EHS Document Control Procedure 344 & it s 2 il F&
TR 2 LB “GTIT-EHS-01-09 EHS Document Control Procedure SC 11 K ic 42 I F2 F «

Issue of documents SC A4 & it -5 & A

Base on the requirement of company’s management and task, documents will be compiled by
demanding department. After the compilation and approved by related reviewer and approver, the
owner should send it to EHS for filing and record. And then send the document to the people in
distribution list by e-mail.

WARE BAMES T2, SRR sRES T B AT, 2 56 iJa R e S 5 N RDRE AR e SR it
HS - i 3k 28 A I B 98 0 M A S 36 =8 B DT N A% L b, S O 128 48 I SO N 4t
— AR fadsk, R SCHE VR T IR U IR S 0 R A B TR A

Revision of documents {4 (51T

The revised content of the latest document should be marked as yellow. Once approved, the updated
version should be sent to document controller for record and update and send to all the people in
distribution list by e-mail.

BT R E T A 220 F 3 (0 Fobaids,  wH bl 5 75 kA4 EHS fiidsx, IR S
Je B SO DL 7B RO 25 7 A 44 B BRI TR N B

The version number of controlled documents is started from 00, and become 01 after the first time
update, and so on. And the control of documents and forms are separately, thus when the content of

document changed, the version of form doesn’t need to be changed, and vice versa.
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5.4

9.5

5.6

5.7

RN ERIK 52330 A 00 FROT AR, 28— kI8 01, LBESRHE, SCF SR TH Az ],
HISCAF N SRR PR S AT IR, RZITFR.

Archiving and retention life of documents and records SCF 5138 [RIARAT S ARA7- 1 PR

All the internal controlled documents are managed by EHS in GTIIT, and all the employees have the
authority of read. And the documents are stored in:

\172.30.154.16\public\GTHHT\Document Control Center

WEBAZ3ESCPF R EHS 8, Frfs ) 7R A BB T2 e I AR 9 el SRR, PN 30 52 45 S A A7
T

XXXX

And all the documents should be recorded in “GTIIT-G-P-EHS-002-04 GTHT Document Control List”
FT B SCAENAE“GTIHT _EHS 01 09 GTHT Document Control List” A% A #E{ 710 3% .

Periodical review S 20 ) e B Ff A%

The period of document review is 2 years.

Every 2 years after the effective date, document controller will send a reminder to document owner to
review the effectiveness of procedure or process. The owner should coordinate among relevant
departments to decide whether it is necessary to make modification after receiving the notification.
SCAT R E S Bl B B 2 4F

SRR, OISR R AR S ROE I AN g S I BT N, DAE AL AR BUORE PP AT 2L
Pho FEFPPTE N RLAE SR8 A5 AR SCER T — [Fh € & 5 f E B e A

If there is any update or modification about the EHS document, the advice should submit the new
version of document to EHS for review and update.

A SR AR ER TN Z% EHS SCHSUE AR SR BB 8= W, 757 R BB WA B S R 28 EHS i
Hro

Abolishment of documents )% 11
All the abolished documents should be stored separately in abolishment documents folder. And all the

abolished printed documents should be destroyed.

BT AR PR SO L R 2% B TRV R IR SCA e, AR IR TR, IR A S IR AT

Hard copy management #% D1 3¢ A< F

5.7.1 Management of internal copies 4 #f#% D1 S A< &
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5.7.2

Normally printed out copy is not regarded as controlled revision when electronic system is applied for
document control purpose.

LT RRCAS A A ST, 4T BRSO AN AT il hi AR

Base on the actual situation, some positions (such as security guard, contractors, etc.) need the hard
copy for their daily operation. They can print the updated version of document from document
controller after approved by department head. The distributed documents should be sealed by "Effective
Version", and make record in Document Receiving Confirmation Form (attachment 5) with receivers’
signature. And document controller should keep the record.

BT AR SERR GO, — YT E AR B E OV HHRESR S Y, 0. fR2. SR, 1
SRR 1) 4 5T N 5 H AT 7R SR ) AR . 73 R B SCAF DA BN A AR A I BN &, i
& T LS SO U AR (M B) R AE 48, SO 3 GOk LR .

Once the document is updated, a new version should be distributed again and the old version should be
destroyed.

A — B, AU IR IR A AR N L SR T, IH A B o

Document controller and related people in distribution list should make sure only new effective
process/procedures are implemented within related departments.

I SCIEAE B 53 S o3 R 44 B LR T 147 5 N 7 B T8 SR I BoRIRAS s 25 ER 2 RS A AT Y
AR B PP 9 BoRThiCAs

Management of external copies #Mii#% U1 U A 7

Providing copies of controlled documents to external should get the approval of document-controlled
area owner and the copies should contain watermark “For reference only”.

External copies are not controlled documents.

X ONATT AN, AU SO 32 42 XA 5 NAteie,  JFA0E A IS5k EL.

HNERPE DS AR 32 #2301

6. Attachment ff}f4
Attachment [f 44 1:
GTHT_EHS 01 09 Document Template.docx
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7. Flowchart i 2 &

Steps/2b B Flow Chart/{fi 2 K& Responsible/Bl #
1 Start Jf ik Compile or change
Document request
process effective assessment
AT At el AR g T AR
R ORIV
v
2. Record the document/change in writing
SRR YT N —y Compiler
3 A
' Coordinate with units concerned
BRI SR T1 G PRI A2 N 7 Compller
No | &
4. Review of
Document/change .
i S8 TR T N R s Compller
Modify
5. According to comments change
HR A e 1 15 04
- t EHS
6 Approve document/change
' HEHEST i) S
Head of Dep.
l No |
1
Released by GTIT HSE with New
7. Version No.
(11 HSEQ /1 | FEA A 5 Target Adm
v
Notify the person in distribution list
8. A BT HIEN b
Obsolete old version
S5 A EHS document
A
9.
End 4§
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	5. Procedure程序
	5.1.1 Document level文件分级：
	Level 1: Manual-description of Policy, Management Responsibility and Directions.
	一级文件--手册，对学校EHS工作方针导向的描述。
	Level 2: System Procedures—description of processes, mechanism and interactions.
	二级文件 -- 程序，对过程、机制和各界面相互作用的描述
	Level 3: Work Instruction
	三级文件 -- 标准操作指引
	Level 4: Forms - which are the accepted format for recording data/information.
	四级文件--表单格式，为文件内容/数据之格式。
	Internal controlled documents are managed by EHS.
	内部受控文件由EHS负责管控
	The numbering of forms is adding 01(02, 03…) after the document serial number
	表单的编码方式为在相应的文件编码后加入01（02、03……）
	Example举例：
	The serial number of EHS manual is as below:
	EHS手册的文件序列号如下：
	GTIIT-EHS-M-01
	GTIIT-EHS-M-01-01

	5.1.2 Document version文件版本号
	Initial number初始编号:00
	Revision number修订编号:01-99

	5.1.3 Document frame文件框架
	The frame of level 1and level 2document
	二级文件的框架为:

	5.1.4 Letter format文本格式
	For English letter uses Arial 11 and Chinese letter uses SimSun 11, right and left justification and line spacing is exactly 18 pt.
	英文使用Times New Roman 11号字，中文字母使用宋体 11号字，左右对齐，行距18pt。
	Page Margins: Top 0.19 inch, Bottom 0.63 inch, Left 0.75 inch, Right 0.75 inch
	页间距：上0.19英寸，下 0.63英寸，左0.75英寸, 右0.75英寸
	One blank space should be kept between two paragraphs.
	每两个大段落之间过渡必须留一行空隙。
	And for level 2 documents should use English-left, Chinese-right layout. For the layout of level 3 documents will be decided by BUs according to actual situation, but the header and footer should be same with level 2 documents.
	For document template refers to “GTIIT-EHS-01-09 Document Control Procedure”
	文件采用英文上中文下的段式排版。

	5.1.5 Format of form表格格式
	All the controlled forms should contain company name (both English and Chinese) serial number, version and retention life and the format is as follows:
	受控表格内须含有学校中英文名称、表格编号、版本号及保存期限，格式如下：
	Campus name (both English and Chinese): top right corner
	学校中英文名称：右上角
	Serial number: bottom left corner
	表格编号：左下角
	Version: center of bottom
	版本号：页脚居中
	Retention life: bottom right corner
	保存期限：右下角
	For form template refers to “GTIIT-EHS-01-09 EHS Document Control Procedure文件及记录控制程序”.
	表格模板参见附件“GTIIT-EHS-01-09 EHS Document Control Procedure文件及记录控制程序。

	5.2 Issue of documents文件的审批与发布
	依学校管理和任务需要，文件由需求部门自行编制，编制完成后程序起草人应将程序文件通过邮件发送至相应的部门总监及实验室负责人做审核、批准，完成电子签名后文件控制人员做统一归档及记录，并将文件以电子形式发送给分发名单上面的所有人员。

	5.3 Revision of documents文件的修订
	5.4 Archiving and retention life of documents and records文件与记录的保存及保存期限
	5.5 Periodical review文件有效性的定期审核
	5.6 Abolishment of documents文件的废止
	5.7 Hard copy management拷贝文本管理
	5.7.1 Management of internal copies内部拷贝文本管理
	Normally printed out copy is not regarded as controlled revision when electronic system is applied for document control purpose.
	电子版本作为文件控制时，打印版本不可作为控制版本。
	Base on the actual situation, some positions (such as security guard, contractors, etc.) need the hard copy for their daily operation. They can print the updated version of document from document controller after approved by department head. The distr...
	基于学校的实际情况，一些需要程序复印件作为其日常操作指引规范，如：保安、饭堂等，在经部门负责人批准后其可在文件控制员处领取。分发的文件必须印有“有效版本”的印章，使用者需在受控文件领取确认表(附件5)上面签名，文件管理员将其归档。
	Once the document is updated, a new version should be distributed again and the old version should be destroyed.
	文件一旦更新，必须将新版本再次分发给相关人员及部门，旧版本须销毁。
	Document controller and related people in distribution list should make sure only new effective process/procedures are implemented within related departments.
	现场文件管理员及分发名单上部门负责人员需要沟通文件的最新状态，必须确保学校内执行的流程或程序为最新版本。

	5.7.2 Management of external copies外部拷贝文本管理
	Providing copies of controlled documents to external should get the approval of document-controlled area owner and the copies should contain watermark “For reference only”.
	External copies are not controlled documents.
	对外公开受控文件，须由文件受控区域负责人批准，并须含有“仅供参考”水印。
	外部拷贝文本为非受控文件。
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	7. Flowchart流程图

