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Managing Process Reviews

As your business changes and grows 
over time, it’s important to ensure that 
your Safety Management System adapts 
to and reflects those changes, by 
periodically reviewing its effectiveness.

To support this, the ‘Process Reviews’ 
module contains 6 registers for recording 
and tracking reviews of your:

• Quality System
• H&S Management System
• H&S Management Control
• H&S Policy & Procedures
• Risk Management Process
• Safety Plan

Introduction
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Each register shows key, summary 
information for any recorded reviews. 

To add a new review, click the Add 
button.

Add a new Review
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Enter:

• The date of the review
• The name of the person 

accountable for the review
• The current status of the review
• The date for the next scheduled 

review
• Any findings from the current 

review
• Any identified actions 
• The policy or procedure being 

reviewed (noting that this 
particular field is different for each 
register)

• The names of the Team Members 
involved with the review

• Upload any files by clicking ‘Add 
file’ and locating the file on your 
computer or click ‘Add URL’ to link 
to a file or page stored on a server.

Add a new Review
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Once all details are entered, click Save.

The review is now saved and is visible in 
the register.

To edit or delete an existing review, click 
Actions, followed by the appropriate 
option.

Edit / Delete Review
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Each register works in a nearly identical 
way, with the exception of Safety Plan, 
where the register is able to store the 
plans themselves as well as subsequent 
reviews thereof.

The register is divided into two sections. 
Safety Plan, at the top of the screen, is 
where you can record the progress of 
your emergency response plans for 
events such as fire or bomb threats as 
they are being formulated, and store 
copies of them once they are complete.

To add a new Safety Plan, simply click 
Add and supply the details.

Safety Plan Reviews
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Once published, you can use the Safety 
Plan Review section to schedule and 
record the outcome of subsequent 
reviews.

Safety Plan Reviews cont.




