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Design Safety Alert 25-94 Completion of Process Safety 

Records and Actions within ActivSHEQ 

  

  Process Safety Actions: 

Issue 

Process Safety Actions are actions from Hazard Studies such as SWIFT, HAZOP and LOPA and are recorded on 
ActivSHEQ. The system then sends out an email alert to the actionee detailing the action to be taken and a 
note that all responses should be sent to the Study Secretary. However we have had a number of instances 
of persons trying to upload responses on ActivSHEQ. 

Actions to take 

➢ In the case of PSAs, all responses should be sent to the Study Secretary and the Study Chair will 
approve in ActivSHEQ. There is no cause for anyone other than the Study Chair or Secretary to 
access ActivSHEQ to complete these actions and only the Study Chair and Secretary has edit rights. 

➢ Design Managers can access the Process Safety Actions to monitor progress, but they don't have 
edit rights. 

Process Safety Records 

Issue 

Process Safety Monthly records are not being completed on ActivSHEQ. The Process Safety Dashboard 
accessible via the process safety tab on ActivSHEQ contains a rolling 6 monthly reported of completed Process 
Safety Records. 

 

Actions to take 

➢ Design Manager and Site Managers must complete the Process Safety Records within ActivSHEQ 
every month. The data submitted is used in the formation of our leading and lagging indicators. 

➢ An automatic reminder is sent every month for those that have not completed this by the 10th of the 
month.  
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Authorised by: Zoe Robertson Date: 22/10/25 

Distribution list: Designers, Operations, Capital Delivery, Contractors, and Executive 
Management Team 

MWHT Requirements. 

Actions 

• Ensure Process Safety Actions are being closed out by emailing the Hazard Study Secretary 

• Ensure all process safety records are reported promptly by 10th each month. 

Manager:  Project No:  

Date:  Project:  

BRIEFING RECORD: I HAVE UNDERSTOOD THE BRIEFING ON THIS SAFETY INFORMATION AND AGREE TO 
COMPLY WITH MWH TREATMENT REQUIREMENTS. 

Name Signature Company 

   

   

   

   

   

   

   

   

   

   

   

   


