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Document History 

Version Date Reason for Revision Issued by 

V1.1 July 2019 Initial release Harj Dhanjal 

V1.2 Nov 2020 Document review during covid-19  

(No changes required) 

Alan Bates 

V1.3 Jul 2021 Review of the policy for our Ofqual 

recognition submission 

Alan Bates 

V1.4 Jan 2024 Review of the policy for our Ofqual 

special conditions 

Alan Bates 

V1.5 July 2025 Review of policy and practices to 

create an updated policy 

Alan Bates 

Area Update 

Regulatory 

Alignment 

Replaced IfATE with Skills England and aligned with Ofqual’s 

General Conditions of Recognition. 

Version Control All documents must include version numbers, authorship, and 

approval dates. 

Audit Trails Introduced tracking of document changes and access logs. 

Access 

Permissions 

Defined roles for draft, live, and archived documents. 

Review Cycles Formalised annual review process for all controlled documents. 
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System Security Reinforced use of secure, cloud-based systems with backup and 

recovery protocols. 

 

V1.6 January 2026 Update Office address Amar Dhanjal 

 

Email:   info@UCE.org.uk   

Telephone:  01332 480325  

Post:   UCE Assessment Team  

  Regus Centre, 3 Centro Pl, Derby DE24 8RF  
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Document Control Policy 

1. Scope 

UCE recognises that document control and the associated processes are vital for control and 

traceability of our quality management system (QMS) Through its security policies, procedures and 

structures, UCE will facilitate the security and control of our documentation. UCE believes that Creation, 

deployment and security is an integral part of the information sharing which is essential to academic 

and corporate endeavour and this Policy is intended to support information security measures 

throughout the Company.  

This Policy works in conjunction with UCE’s Document Retention and disposal procedures and auditing 

procedures. 

 

2. Definition 

For the purposes of this document, Documentation control is defined as any material that is required by 

the QMS:  

• File structures 

• Registration of documentation and issue control 

• Policies 

• Procedures 

• Work instructions 

• Work Records 

• Assessment products and tools 

Information exists in many forms. It may be printed or written on paper, stored electronically, transmitted 

by post or using electronic means, shown on films or photos, or spoken in conversation. Appropriate 

protection is required for all forms of information to ensure business continuity and to avoid breaches of 

the law and statutory, regulatory or contractual obligations. Any Document that is being reviewed or 

updated will be transferred to the new templates set out in this policy.  
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3. File Structures 

 

Electronic file system. 

UCE implement a “Cloud” base system for the control and authorisation of shared folders and documents 

in the Quality management system.  

The Quality Management System is in Google Drive at the following address: SharePoint United Centre 

of Excellence/UCE QMS 

 

4. Registration of documentation and issue control  

• Draft, live and obsolete 

• Policies 

• Procedures 

• Work Instructions 

• Work Records 

• Assessment products and tools 

 

 

 

Summary of Changes (Ofqual 2025 Alignment): 

- Replaced all references to IfATE with Skills England. 

- Aligned document control practices with Ofqual General Conditions of Recognition (2025). 

- Introduced version control, audit trails, access permissions, and review cycles. 

- Clarified responsibilities for document ownership and review. 

- Ensured traceability and integrity of controlled documents. 

 

 

Best IQA Practices for Document Control: 
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- All documents must include version numbers, authorship, and approval dates. 

- Maintain an audit trail of document changes and access logs. 

- Define access permissions for draft, live, and archived documents. 

- Implement a formal review cycle (at least annually) for all controlled documents. 

- Use secure cloud-based systems with backup and recovery protocols. 


