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Tutorial: Renewing Risk-level 1 and risk-level 2 Ac4vi4es 
Audience: Ac$vity Lead 
 

How o%en do WPC ac.vi.es 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 

 

Why are Ac.vi.es Renewed? 
The purpose of the Ac$vity review process is to:  

(1) To make sure that the ac$vity 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.  
 

Risk-level 1 Review and Approval Process 
When a risk-level 1 activity is up for renewal, the system creates a copy of the Activity and 
puts it into “Developing” state. There is then 30 days to complete the review and approval. 
 
 

 
 

Activity Lead reviews 
and when done 

release for approval

Project Lead reviews 
activity and approves 

or rejects aback to 
Activity Lead

Activity is "ACTIVE" 
after the Project Lead 

approves

Developing Review & APproval  Ac4ve 
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Risk-level 2 Review and Approval Process 
When a risk-level 1 activity is up for renewal, the system creates a copy of the Activity and 
puts it into “Developing” state. Some divisions may have the DSC review all risk-level 2 
activities. If that is the case, they are added as part of the Review. 
 
 
 

 
 

Step-by-step instruc.ons for Renewing a RL-1 or RL-2 Ac.vity 
This is for the Ac$vity Lead who is responsible for reviewing their risk-level 1 or risk-level 2 
Ac$vi$es. 
 
START:  log into hTps://wpc-am.lbl.gov/ 
Step 1: Open the ac$vity that is in DEVELOPING 

 
 
 
 
 

Activity Lead 
reviews and 
when done 
release for 
approval

Project Lead 
reviews activity 
and approves 

or rejects aback 
to Activity Lead

OPTIONAL: DSC 
Reviews and 

Approves (If the 
Division 

requires this)

Activity is 
"ACTIVE" after 

the Project 
Lead approves

Click to open. 1 

Developing Review & Approval  Ac4ve 
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Step 2: Review the informa$on that is presented on tab 1: Descrip<on to make sure it is 
accurate. 

  
Step 3: REVIEW STATEMENT OF WORK 
Click the (2) Define Work tab and review the Descrip$on of work. Update and comment as 
needed so that it accurately reflects the work and includes upcoming changes.  
 

 
 
 

Review and 
update as 
needed. 

1 

Review and 
update as 
needed. 

2 
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Step 4: REVIEW HAZARDS 
Review the hazards (A) Add any new hazards (if any). (B) Remove hazards no longer applicable 
(if any). 

 
 
Step 5: REVIEW HAZARDS and CONTROLS 
 

 

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

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

B 

Con<nue when 
done. 

C 

Review the hazards. A 

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

B
Z 
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Step 6: REVIEW TRAINING 
Review the required courses specific to this ac$vity. If they do not seem applicable, set to “No” 

 
 
 
Step 7: Review the workers assigned to the Ac<vity 

 

 
 
 
 
 
 
 
 
 
 
 

Click the worker’s icon and review the list of 
workers. Remove those who should not be 
on the ac$vity and add workers who should 
be. 

A 
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Step 8: RELEASE FOR APPROVAL 
When you have finished making all changes to the Ac$vity and are done, release the Ac$vity for 
line management approval. 
 

 
 
NOTE:  
For risk-level 1 Ac<vi<es the Ac$vity is routed to the Project Lead for review and approval. Acer 
they approve the Ac$vity is Ac$ve and replaces the previous version of the ACTIVITY Which is 
archived 
 
For risk-level 2 Ac<vi<es the Ac$vity may be routed to the Division Safety Coordinator iof your 
division has elected for then to review risk-level 2 Ac$vi$es. it is then routed to the Project 
Lead. Acer the Project Lead approves the Ac$vity is Ac$ve and replaces the previous version of 
the ACTIVITY Which is archived. 
 

Click Release for Approval when you have 
completed your review and made any 
needed updates. 

A 


