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Tutorial: Overview of the Activity Renewal Process 
Audience: Activity Lead, Liaison, DSC, SME, Line management. 
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1: How often do WPC activities need to be renewed? 
Activity Risk Level Renewal Period 
1 – Low Hazard Every 3 years 
2 – Moderate Hazard Every 2 years 
3 – High Hazard Annually 

 

2: Why are Activities Renewed? 
The purpose of the Activity review process is to:  

(1) To make sure that the activity accurately represents the current scope of work. 
(2) To make sure that the hazards and controls are up-to-date and to add or remove any 

hazards to reflect the current work or any upcoming changes. 
For example, if the scope of work has changed (or is expected to change), or if new hazards 
or controls are being added, then these changes need to be included and reviewed.  

3: Who is involved in Collaboration and Renewal Process 
Risk-level  Who reviews 
Risk-level 1 • Activity Lead 

• Project Lead 
Risk- level 2 • Activity Lead 

• Project Lead 
Risk-level 3 • EHS Liaison 

• EHS Subject Matter Expert(s)  
• Division Safety Coordinator  
• Activity Lead 

 
The following roles are involved in collaboration process for risk-level 3 Activities..  

1. EHS Liaison: They are the conductor or facilitator of the process. They are 
responsible for setting the “due date” and making sure that all others participate in 
the review. They also close out the review when done. 

2. EHS SME(s): EHS subject matter experts are assigned automatically to review the 
hazards that they are the assigned SME.  They review the hazards and controls and 
work with the DSC and/or Activity Lead to discuss the work with these hazards. 

3. DSC: The Division Safety Coordinator is responsible for interfacing with the Activity 
Lead and helping move the process forward. They may work with the EHS Liaison 
and SME to help facilitate the process for their division’s activities. 

4. Activity Lead: The activity lead is responsible for making sure the activity accurately 
reflects the work. This requires that hey thoroughly review the activity and discuss 
any changes to the activity with their DSC, EHS Liaison 
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4: Risk-level 3 annual renewal Process 
30 days before an acMvity reaches its renewal date, the acMvity manager system creates a copy 
of the acMvity and puts it in CollaboraMon state as shown below. 
 

 
 
 
This map shows the annual renewal process for Risk-level 3 Activities.  
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4: Step-by-step instructions for Activity Lead 
 
START:  log into https://wpc-am.lbl.gov/ 
 
Step 1: Open the activity that is in COLLABORATION. 
 

 
 
 
Step 2: Review the information that is presented on tab 1: Description to make sure it is 
accurate. 

  

Review and 
update as 
needed. 

1 

Click to open. 1 
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Step 3: ACTIVITY LEAD & SME: 
Click the (2) Define Work tab and review the Description of work. Update and comment as 
needed so that it accurately reflects the work and includes upcoming changes.  
 

 
 
Step 4: ACTIVITY LEAD 
Review the hazards (A) Add any new hazards (if any). (B) Remove hazards no longer 
applicable (if any). 

 

Review and 
update as 
needed. 

2 

Adding: Locate the hazard 
you need to add by 
browsing the categories 
and then selecMng the 
appropriate hazard. 

A 
Removing: Select the 
hazard you want to 
remove and click the 
trashcan icon. 

B 

Con.nue when 
done. 

C 
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Step 6: ACTIVITY LEAD & SME 
 

 
 
Step 7: ACTIVITY LEAD 
Review the required courses specific to this activity. If they do not seem applicable, set to 
“No” 

 
 
 
 
 
 
 

Review the hazards. A 

Review the controls to determine which 
are applicable (YES/NO) and adjust 
accordingly. 

B
Z 
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Step 8: ALL PARTICIPANTS 
 

A. Go to tab 2 (Define Work) and select Collaboration. 
B. Click the “Thumbs Up” icon to signify that you have completed your review. 
C. Click “Thumbs down” icon if you do not agree and contact the EHS Liaison 

 

 
 

 
 
Step 9: EHS Liaison 
When review is complete, go to Choose and Action and select EH&S Review Complete 
 

 

Click Thumbs up if you 
have reviewed the acMvity 
and added your input. 

3 

EHS Liaison does this A 
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Next step: 
The EHS Liaison is presented with this dialogue box.  

 

 
 
When the EHS Liaison selects “OK” the Activity Lead is notified via email (as shown below) 
to review the activity and release it for line management approval (Project Lead approval). 
 

  
 


