HSE Managed documents procedure (for internal use)

If it is a HSE GROUP REQUIREMENT, it is in a PROCEDURE .

® Guidelines and any other HSE document cannot contain mandatory requirements, they are only to propose tools, methods, clarifications.

® 1 Responsible Care policy

® 4 types of documents : PRO (Procedures with mandatory requirements with potentially APP appendix) - GUI (Guidelines to explain the methods,
base on Solvay best practices)- TMP (Template that are used for some procedures or guidelines)- LIST (Listes)

* A formal approval process for the procedures that involves the first Industrial HSEn then the GBUs and the legal representative for Industrial, a
simplified process for the guidelines

® All the HSE Managed documents are in AODOCS and the access is via INDOCS.

® The procedure application plan (also called procedure application schedule) of the HSE procedure is given in an appendix of the IND-HSE-16-
PRO (Solvay Safety excellence plan and HSE objectives) and can be revised on a yearly basis and will be customized for any new acquisition.

Workflow for PROCEDURES
WHO

Google Doc in the HSE working Area &
The HSE Doc Mgr opens a directory

Authors : Selected WW HSE experts /
Use the template IND-HSE-00-TEM (make a

1-First Draft document writing leaders (IND + GBU)

2-First Draft document Review

4- Final Draft document review
5- Final Draft document Update

- Final Draft document Approval

¥

T- Active document Recorded in

AODOCS and Published

Change 7

Obsolete document
archiving

Reviewers : Selected IND-HSE experts /
leaders +
IND-HSE Zone Managers

Authors.
James Daly to authorise the step 4 or go
back to step 2

'GBU HSE / IND Directors or HSE mgrs and
their teams
Legal affairs for industrial

IND HSE Director (or deputy)

IND HSE Performance management team
The distribution is done by IND HSE
Performance manager.

IND HSE Performance
management team

Any question on this process, please ask elsa.meyer@solvay.com

copy) Edit for the authors / View for all when
ready
G Doc
Intarnal IND HSE review
Meeting to share the comments and update
the procedure

Google Doc in the HSE working Area
Number given by the IND HSE Decument mgr

Sent with a Google form

includes all requirements, notes warning and
definitions L
Use the |ND HSE template (make a copy)

G Doc
Meeting to share the comments and update
the procedure

G Doc

Recorded as word & PDF documents in

AODOCS.

Published as a POF document (except specific e
needs)

The draft GDoc is removed from the GDrive

The GDrive can remain to exchange Site

documents. @
Update the INDOCS tables and pages (if needed)
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